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THOUGHTS FOR APPLICANTS 


Many an experienced worker can profit by the helpful sugges- 
tions offered here as “first-aid” to the unlucky job hunter 


By ANTOINETTE ADVERSE 


66 NE man’s prescription for the young 
and ambitious to attain success is, 
in part, that he should believe in and 

He should possess 

good natural ability, and a determination to 

improve his mind and memory constantly 

Now, I can fill that prescription and am de 

termined to gain success. That is why I am 





practice the Golden Rule 


answering your call.” 

A choice bit for a “Stranger than Fiction” 
column, indeed, because—believe it or not 
it is an excerpt from a letter of application 
for switchboard work 
girl, at that! 

Here’s another masterpiece from a man, 
who—in his own words—has “just turned 40,” 
and, therefore, should know bette 


From an experienced 


‘To prepare this letter has required several! 


You can peruse it in sev- 
+} 


hours of my time. 
eral minutes 
tesy? Unquestionably, it is not always easy 
to secure competent help quickly. Without 
intended ego, I regard myself as readily able 
to master all necessary duties of different 
kinds of important and difficult office work.” 

If it really took this man several hours to 
write a scrambled one-page letter, how cat 
he expect to be trusted 


work? 


Will you accord me this cour 


with a deskful of 


, 
I'HERE seems to be an alarming tendency 
among both men and women applicants to 
get panicky when they sit down to answer an 
advertisement. As a consequence, some delve 
into the depths of their souls and produce 
pages of literary nonsense, some others be 
come chirographically tongue-tied to such an 
extent that they forget even to give their 
address, while still others seem to go over 
board from an air of importance and merely 
inform the prospective employer that they are 
applying for the job—‘“If interested, contact 


me Fy redoomed, all the se, because a busy 


personnel manager w 
proper worker for the position he has oper 
has no time to unravel cr 


to admire literary prescriptions 


Another great mistake made | a large 
number of persons is that of applying f 
positions they are not suited t 1 The 
applicant may ive a iniimited amount « 
ambition, energy, business acumen, and cd 
termination to s eed. but if a man is in need 
rf a secretary and ‘ Apt ant wnt t take 


lictation, it is useless for him to answer the 


advertisement The advertiser w pay m 


probably 


1 


attention to the letter: in fact, it wi 


irk him. 


In one nsta i mal advertised sper 
ally for an ¢ x perience bank teller, and what 
do you suppose he received in response? Ap 
plications—scores and scores of them—fron 


everybody, beginning witl anitors. to ex 
cials, but only five which met his specifica 
tions. 


OF course, there is nothing so discouraging 
as not to get a response to a letter of appli 
cation, but, if you don't, nine times out of 
ten it is your own fault 

and heartbreak could be ay 


old reliable common sense. and until vou lear 


Much, much grief 


led by using the 


to do it, youll gs m suffering pangs f di 
uragement: you'll ntinue feeling sorry f 
urself and blaming the world for “bun 

yreaks.”” 

Before you send in another application, f 


" 


w these simple rules 
FIRST—If you do not have the experience 
called for, do not send in your application 
SECOND—If you can meet the specifications 


outlined in the advertisement, write all the 


lucation, experience 


essential facts (age, et 
salary, nationality, previous employers), but 
briefly And, if at all possible, type your 


answers. 
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Read over your application and re- 
advertisement to make sure that 


given all the information called 


THIRD 
read the 
vou have 


lor 


HERE is an excellent example of a simple 
but good letter of application, applying the 
reader in 


principle of tabulation to assist the 


quick assimilation: 


June 6, 1940 


General Statistics Corporation 
140 West 42 Street 
New York, New York 
Gentlemen 

May I offer my application for the switch 
board position which you advertise, for your 
consideration ? 


\ge 29, single 
Educatior ...High School Graduate 
Experience 8 years on a very busy 


board; also a P. B. X. Oper- 
ator for the American Bell 
Telephone Company 
Previous Em- 
Central Forwarding Company 
28 North La Salle Street 


American Bell Telephone Co 
1842 West 43 Street 


ployer 5 





ground.... German Descent 


Religion. . Protestant 


Salary Expected $100 a month 


I can also speak, read, and write the Ger 
man language 

I am not employed at the present time, and 
if granted a favorable decision, would be abl 
to start working immediately. 

A stamped self-addressed envelope is en 
your convenience. 

Yours very truly, 


closed, for 
Hildegarde Holmstrom 


HERE is another: 
June 6, 1940 


National Bank 
Branch 


Citv, New York 


The Second 
Manhattan 
New York 
Gentlemen 

I wish to ap] lv for the secretarial 


which you have advertised in this morning’s 


position 


paper 
I am German 
a graduate of Blank College. My experience 
secretarial work for 
Bank. The bank sus 


single, 29, of descent, and 


covers five vears of 


the Mid-Town State 


pended operations two years ago, and I have 
since been working 


for the General Equip 
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ment Company at 20 North Broadway, wher« 
I have been receiving $25.00 a week 

You may contact my present employers 
regarding my ability and efficiency, inasmu 
as they know of my desire to get back int 
vaanking, and in the event of a favorabl 
decision, I shall be able to make a chang 
to suit your convenience 

Yours very truly, 
Helen Dobb 

WHAT a relief it would be to the person- 


nel manager to go through even several hun 
dred of letters. All essential elements 
assembled for instant perusal. N« 
quotations, and 

f the Englis! 


such 
compactly 
distractions, no unnecessary 
above all not a form letter out 
Book for the Freshmen 


One young applicant wrote a very goo 
letter and then spoiled it by stating: “Age 
Over 18; however, I don’t remember the 
World War.” There is no prospective em 
ployer who is in the least interested in 
whether you remember the World War. All 
he wishes to know is whether you are capa 
ble of handling his work. It may sound 
like a very clever touch at the time it is 
written, but it proves otherwise by the time 

reaches its destinatior 


PERHAPS if you will 
sonnel managers are 
are and will give them a break 


remember that pet 
human as you 
} 


just as 
’y refraining 


from answering every advertisement you 
come across, the breaks will start coming 
your way, too—at least they will come muc! 


sooner 
Cocksureness 


¢* BF there is one thing 

| cants,” says Helen Hughes, formerl) 
personnel director of the New York office 
of Universal Pictures Company, Inc., “it is 
cocksureness that they can do anything 
When they say that, I am confident that there 
is not one thing they can do well 

“Recently a girl applied to me for work 
I asked her what she 
could do, and she 


I dislike in appli 


first, as I always do, 


said that she could do any- 


thing—sales, reception, scenario, accounting, 
because she had already tried them and liked 
me as well as another 

“When I asked about stenographic work 
she informed me that she would not think of 
doing that. She did not know typing, had 
never studied bookkeeping or salesmanship 


from being able to do everything, she 

was not prepared to do any one thing.” 
Miss Hughes, thoroughly 
with Miss Adverse’s first rule: If you do not 
' 


have the experience called for, do not apply! 


So, fat 


you see, agrees 
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WHEN YOU 


GO ON 
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VACATION 


Make it easy for those left behind. Leave things shipshape, and 


be sure your substitute has complete instructions, you are urged 


By ELMA QUAINTANCE 


“MO you're going on your vacation soon? 
. \ while you are gone is your jol 
4 c W King itor ye r agains 
u 
Maybe it makes you feel good when )y 
get back from your vacation to have your 


substitute say, “I know Mr. Miller is glad t 


ave you back. I just couldn't seem to ck 
inything to please him.” And you sort ot 
pat yourself on the back and say, “Well, may- 
be he will appreciate me now. Guess there 
is no need for me to worry. He would be 


ost without me.” 


Bi lr is that 


look at some 


really the case? Let's take a 


of the things that might happet 


zs 

while you are swimming at the beach or dam 
ing with that marvelous-looking tall blond 
at the cottage next door 

“Miss Brown, I would like the file on the 
Berke *Company,” your boss says to your 
substitute After searching for about ten 
minutes, Miss Brown has to go back and tell 
Mr. Miller there isn’t anything in the files 
n the Berke Company Mr. Miller insists 
that she go back and look again, because 
“there most certainly ts a large file And 
he insists that he must have it. Miss Brown 
searches and searches through the fies, let- 
ting her dictation go Finally, she decides 


that Mr. Miller must either have it on his 
desk or else it has been mishled. The out- 
come is that Mr. Miller has to go without 
the file and five o'clock comes with only 
about half of his dictation transcribed, Al 


Mr. Miller will be glad to 
certainly doesn’t think much of you 
stem, even though you yourself can 


though 
back, he 


oy 
ung sy 


see you 


nd things 1n it 
There may be some special reason for fil- 
ing the papers in the file with the parent com- 
correspondence (it may be that the 
parent company the contracts and in 
voices are made to them and most of the cor- 
is with the office of the parent 
but, regardless of what your rea- 
are, there should be a cross-reference 
under the name of the subsidiary, or, better 
still, a separate file on the subsidiary with a 
cross-reference under the name of the parent 
company. If, in this case, your substitute 
had found a sheet of paper with the notation 
“Berke Company—see also The Meyers Com- 


pany 


signs 


respon lence 
mpany), 


sons 


pany, the papers would have been found 
e dictati would have been finished tha 
ay, and y boss would not have been s 
great!) convemenced And, most impor 
ant to you e would have had no occas! 
to get the ea that your hling system wa 
uum,” and that once papers went to the fik 
they were lost unless you remembered thet 
LE I'S take a lesson from this and, whil 


we are looking over circulars on summer re¢ 
sorts, also do a little thinking about how ou 

b will speak for us when we are gon 
Don’t think we won't be missed if our substi 
tute finds it easy to pick up our job. Let 
give her all the instructions we can on routine 


ings, too, so that our boss at least need n 
ve irritated by having to explain to her ju 

w he wants things done 

| have always found that it works bh 
» write out rather detailed instructions f 
e girl who will sit at my desk while | an 
gone. I don't just try to tell her verbally 
because it is all new to her and she could 
possiby remember all the details 

Let’s start with the first thing we do in 
the morning Open the window (maybe he 
likes it wide open; maybe the room is air 


ynditioned and the windows shouldn't be 
opened ) Fill his desk pen. (You would 
think any girl would do that, but some ars 
so fussed when they start working tor som 
one different they forget those very commo! 
place things.) Sharpen his pencils. Check uy 
to be sure his desk clock is right, and wi 
it. Fix his date stamp. His memo pad—does 
he want the sheet left on when there ar: 
notes on it or does he want you to take it 
off and put it with his incoming mail 


how does he want it handled? The new gir! 


will be grateful to know 

Then you will want to tell her where he 
puts the filing for you, where you put your 
letters when you write them, and where é 
will put them when they are ready to he 


mailed 


GIVE your substitute a few hints about how 

likes his letters written. Does he 
want them always single spaced, or does he 
like a short letter double spaced? What is 
his exact title and his customary closing o' 
his letters? (You might set up a dumm) 


your boss 





copy for her.) Does he like an extra tissue 
copy? Wide margins or narrow? Do you 
have inter-office and outside stationery? To 


whom do you write on inter-office paper? Be 
stamps and explain 
more if 


sure to leave plenty of 
to your substitute how she can get 
necessary. 

Does your boss have a preference as to 
when you should take your lunch hour? 
many telegrams do 
Do you also send a confirmation by 
Do certain customers have a prefer- 
Western Union or Postal? Are 
all wires sent as serials? 

Are there certain men in your company 
or some principal customers to whom your 
boss writes frequently, and do you have a 
list of their names and addresses in a book in 
your desk? 

If he dictates late in the afternoon, does he 
expect you to get all the letters out before 


you leave or just the most important ones? 


How copies of you 
make ? 


nail ? 
ence as to 


OF course if the girl who is substituting for 
you has worked for your company before, she 
would be familiar with your products, but if 
she is new you will need to give her a list 
of your products, or a catalog in which she 
can look up spellings and terms. 

Does your boss want you to drop every- 
thing the minute each delivery of mail comes, 
in order to open the letters, attach the pre- 
vious correspondence, and put these on his 
desk immediately, or is he like one boss I 
had who wanted mail and notes brought to his 
desk only at eleven in the morning and four 
in the afternoon? 

If you have a follow-up file, explain how 
it works, 

If you think as carefully about this mem 
orandum you are leaving for the girl who 
is taking your place as you do about your 
travel folders, your boss won't have a chance 
to say or think, “Why in the world didn’t Miss 
Jones explain that to her substitute.” 
THE filing will probably be the most dif- 
ficult thing for your substitute to handle, but 
this is one place where your work during 
the past year will speak either well or poor- 
ly for you. If you file by subject, it is well 
to have a list of your subject files to which 
your substitute can refer. By glancing down 
the list she may recognize where you would 
file certain letters but might not so easily 
locate them if she had to pull open each 
drawer and thumb through the actual files. 

I hope you have been filing all year with 
the thought that even though you yourself 
know where to find it, you want your 


may 
such a condition at all times that 


hles in 


an assistant or your boss could find things 
easily if an emergency arose and he needed to 
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or on Saturday after 
not there to get it out 


ind something at night 
noon when you wer: 


for him. 


HAVE you been careful, when he wrote on 
more than one subject, to cross-reference un- 
der all possible subjects so that in two years, 
when you have forgotten the company name 


you can locate the correspondence about 
which he has a hazy recollection? Such 
carefulness and thinking pays rich rewards 
when your boss says, “Miss Jones, about 


eighteen months ago I wrote somebody about 
of our product in paints, but I don’t 
remember the name of the company. Do 
you suppose you could find it?” You can 
even though you do not remember the name 


the use 


of the company, if you made a reference un 
der the name of the product to see the AB( 
Company regarding its use in paints. You are 
repaid when he says, “Thanks, I could never 
have remembered the name of that company.’ 

If possible, you should also go over your 
filing system verbally with your substitute, 
and in as much detail as possible. 

You will have to decide what, if any, type 
of correspondence you want her to file. Many 
girls prefer to have their substitute put the 
filing in a temporary file so she may easily 
locate it, and then put it in the permanent 
file when they return In that way they 
can see what has transpired while they were 
gone and also prevent any misfiling. 
THERE will be places where 
substitute can’t possibly on such short notice 
step in and fill shoes, because your ex- 
perience and knowle: things that have 
occurred in the past are things that you can’t 


many your 


your 
| 


ige of 
pass on to her, and your boss is sure to miss 
you. But now that you have done everything 
you could to make things move smoothly for 
him while his right hand is gone, go away and 
forget the office for two weeks. Play and 
have a good time, and you'll come back with 
renewed interest and a grander outlook on life, 
and will be that much more valuable to him 
And so, “Bon voyage!” 


Your Handwritten Letters 


ce ILL you please tell me the rules for 
setting up a handwritten letter?” asks 
one of our correspondents. 

The rules for such letters are precisely the 
same as for typewritten letters: in fact, the 
typewritten letter grew out of the handwritten 
letter, which was the only style used for many 
years—until the invention of the typewriter. 

Because of the difference in line spacing, 
however, the lines in the address of the hand- 
written letter are usually indented instead of 


blocked. 








40 
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SALLY TIPS DOT OFF! 


Last of a series of letters from an experienced stenographer to her young 
sister who is just starting on the job 


By HELEN WILKES 


May 18, 1940 


Dear Sis: 


So you think you're going to look for another job 
because you've had to work overtime about once a week for the 
past month. My dear child, how foolish you are! 


First of all, it would be a very good thing for you to 
realize that, no matter what kind of a job you hold, it won't 
be a bed of roses. There's bound to be something you won't 
like about it — maybe long statistical reports that drive you 
almost crazy and make the figures dance before your eyes. 

You might even have to work for a man who chews and spits, or 
someone who has a year's tobacco smoke clinging to his 
clothes. Believe me, Dot, I've run the gamut of them all, and 
I've come to the conclusion that if your surroundings are 
pleasant and the persons reasonable to work for, then stay. 

Do the part you don't like with a smile, it helps get it over 


with that much more quickly. 


Take the matter of overtime — it seems to be getting 
under your skin. You're well paid and, from all you've said, 
the office is an ideal place. So what? If you grumble and 
resent working overtime it slows up your work — results in 
typographical errors that wouldn't happen otherwise. 


There's a girl down at our office who has practically 
killed her chances of promotion simply because she couldn't 
learn to control herself at the closing hour. If she hada few 
letters to write at that time, she'd get panicky, and make 
mistakes. Her employer noticed it and she was demoted. 


The Chinese have a very fine habit of giving a 
customer a "chit" or gift when he makes a purchase. It's that 
something extra he gives you in appreciation of your 
patronage. It seems to me you could place overtime in the same 
category. Do it pleasantly and with a smile. You'll find the 
right attitude toward that problem pays in the end! 


Affectionately, 


Sally 
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Cromwell Offers Cup for 1940 
Typing Marathon 


S a personal contribution to “the exem- 

plary fellowship between Canada and the 
United States,” the Canadian National Exhi- 
bition announces from the Lumsden Building, 
Toronto, that the American Minister to Otta- 
wa, James H. R. Cromwell, has donated a huge 
be competed for in a second 
Typewriting Marathon to be 
held at the Toronto Exhibition in August. 
\ny and all writing-machine operators are 
eligible for the elimination contests soon to be 
held in twelve large cities in each country to 
select team members, Miss Beston, pretty 
Toronto representative on last year’s Canadian 
receive the cup in 


silver cup to 
International 


team was designated to 
behalf of the Exhibition 

Paramount News, Universal Newsreel, and 
News of the Day filmed the “Typing Battle 
of the Century” last year. Later, Underwood 
Elliott Fisher produced the pictures as a silent 
16 mm. one-reel movie, which is being shown 
in commercial schools, service clubs, and other 
such interested groups. 


From Treasure [sland 
EOPENING of the two World's Fairs 


reminds us to show you (provided it will 
come up) the gray and golden-glow Certificate 
of Participation that is the proud possession 
of Piedmont High School for its share in the 
Gregg Day program at the San Francisco 
Fair last year. The throng of teachers, stu- 
dents, and Exposition visitors thrilled to the 
shorthand demonstration given by Miss Clark’s 





w 


wy 





In appreciation of Piedmont’s coéperation 
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NEWS in WORT]. 


pupils. Three of her girls gave special speed 
demonstrations—Barbara Washburn at 140 
wpm, Inez Carmona at 160, and Dorothy Mc- 
Clellan at 175. Josephine Chiesa, a protégé of 
Miss Clark’s who has fulfilled the brilliant 
promise of her early childhood, gave a black- 
board demonstration on unpracticed jury charge 
at 200 and 240, and testimony at 300. In addi- 
tion to the Certificate Miss Clark received, 
a gold medal was sent 
by the Fair officials to 
each of her pupils who 
participated. 


New Club in 
the Far East 


REGGITES _ at 

Ipoh, Perak, have 
followed the example 
of our writers in Sing- 
apore and have organ- 
ized a_ stenographers’ 
association. Member- 
ship is open here, 
however, to writers of 
any system, The let- 





terhead lists the offi- 
cers as Chin Thean 
Yee, president; Goh 


Teik Boon and Lee 
Guan Khye, vice-presi- 


: : Association 
dents ; Lim Ah Kow, 
secretary, and Voon 
Kim Teck, treasurer. Mr. Ah 


Kow writes us that he and Mr 
Kong Kim Seng, the assistant 
secretary, are conducting an ele- 
mentary class in Gregg shorthand 
free of charge to their fellow 
members, and have more than ten 
Both he and Mr. Kim 
ambitious to reach the 
mark and be first to 

Diamond Medal to 


attending 
Seng are 
200-word 
bring the 
Malaysia. 


Ship, Ahoy! 


HE eleventh summer course 

has just been announced by 
the American Nautical Academy. 
This opportunity to gain practi- 
cal ship experience is open to boys 
and young men between 11 and 
21; time July 1 to October 1 


@ pRInT IN BINDIN 








Secretary of the Ipoh 
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(DING 


Cadets may remain on board for the entire 
period or for any shorter time that they 
wish not less than a month. There is no 
charge for instruction or living quarters on 
board ship. The only required expense is for 
meals, which are 49 cents. Three meals are 
served daily. The purpose of the course is, 
first, to give a foundation to those wishing to 
become officers in the merchant marine; sec- 
ond, for those desirous of a general knowl- 
edge of ships and life afloat, but who do not 
wish to follow the sea. No obligations are in- 
curred by the cadet for future merchant 
marine, military, or naval service. The training 
ship is to be stationed at a New England port 
this summer. To assure acceptance, applications 
should be sent at once to the American Nauti- 
cal Academy, National Training School for 
Merchant Marine Officers, Washington, D. C 
The number of accommodations open for this 
summer course is limited. If interested, do 
not delay applying 


Ten Thousand Yes’s! 


Y the time this reaches yuu, over a 

thousand Greggites will have finished 
embroidering MonoGreggs written by our 
shorthand expert, and fully ten times that 
number will be ready to wear MonoGreggs 
of their own making. A chorus of ten thou- 
sand “Yes’s” is answering our query, “Are 
YOU wearing a MonoGregg?” And there'll 
be more to come! 

Did we hear your voice, too? Did you du 
something original? If so, we want to hear 
about it! Valera Jones, of the Agricultural 
High School, Ellisville, Mississippi, didn’t 
stop with her own name—she MonoGregged 
a blouse with the names of all the members 
of her class. 

No snap shots have come in from Mono- 
Gregg fans in time to be reproduced in this 
issue, but we do have an interesting picture 
for you. It was a surprise to discover that 
the idea isn’t new, after all. Mr. Hugo A. 
Hamilton, one of Dr. Gregg’s first students 
when he opened his school in Chicago in the 
early days, had the same thought when “Lad- 
die” Gregg was born five years ago! The 
beautifully embroidered handkerchiefs that he 
and Mrs. Hamilton sent for the baby are, it 
appears, the original MonoGreggs. Each was 
done in a different color, and the needlework 
is exquisite. Mrs. Gregg lent them to us to 
photograph for you. 

Details for making your own transfer pat- 
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The original MonoGreggs—a natal gift to 
“Laddie” Gregg 


tern were given last month; also our offer to 
write them for you, if you prefer, for only 
five cents each, to cover handling. If you want 
us to make your patterns, list each name, giv 
ing the pronunciation and showing how you 
would write it in Gregg shorthand. Send a 
self-addressed stamped envelope along with 
your order, and five cents for each name, and 
mail it to the MonoGregg Department Editor, 
The Gregg Publishing Company, 270 Madison 
Avenue, New York, N. Y. Your transfers 
will be forwarded promptly 

By the way, has anyone thought of putting 
MonoGreggs on the school’s basketball uni 
forms? 


They Chose “Dictor” to 
Replace “Dictator” 


N our March issue we published the list 

of words that had been suggested in a 
radio contest sponsored by the Western Col- 
lege of Commerce, Wenatchee, Washington, to 
replace “dictator” in office parlance 


verbatur syndic oralator commenter 
dictioneer teller quoter scri 
vou languatos phraseologor dictor 
tellitor dictoscriber correspondent dicter 
informant originator dictatist 
dictationer '<t#tus vocator magistrate 
uotationer dictatee elucidator steno-tator 
icnitian parlator extemporater sponsor 
enunciator extemporator narrater dictateur 


A number of you, Mr. Conklin writes, re 
sponded with comments on the words that had 
been proposed to take the place of the term 
“dictator” now in such “bad grace.” At least 
one of these readers proposed “dictationer.” 
The selection of the judges was “dictor.” 
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THE LEARNER 





EVIDENCE OF STANDARDS MET 


To help you pass one of the final requirements for your Cer- 
tificate of Attainment, we present here some practice tests 


By JOHN ROBERT GREGG 


URING the last few weeks of the school 
D year, students are frequently tempted 

to waste time which could profitably 
be turned toward winning those last one or 
two awards necessary to merit our Certificate 
of Attainment, a specific evidence of short- 
hand and typewriting skill that can be of- 
fered a prospective employer in lieu of ex- 
perience. One of the tests required for this 
Certificate is the Complete Theory Test, an 
test of 100 words to be written from 
and then transcribed from your 


accuracy 
dictation 
shorthand 

Many of the require this test for 
promotion or graduation, and at this time of 
year Complete Theory Tests pour into our 
Credentials Department for review and cer- 
To help you discover your weak- 
nesses you are given the final Com- 
plete Theory Test for this school year, we 
are giving you here this month word lists for 


notes 


SC hools 


tification. 
befor e 


four practice tests 


NUMBER four sheets of your notebook for 
one hundred words—twenty-five words on a 
page. In the first column write the shorthand 
outline for each of the words in Test No. 1 
Be sure you finish writing the shorthand in 
ten minutes. Then close your GrecG Writer 
and transcribe your outlines in the second 
column, limiting your time to fifteen minutes 
If you believe you can write a shorthand form 
better, circle your first effort and try again, 
but don’t leave two outlines and expect to 
take the one which is right 

Check your transcribed words with the Test 
from which you wrote the outlines to see that 
you got all of the words for which each out- 
line can stand, Then check your shorthand 
with the plates on the following pages. De- 
duct one-half point from 100 per cent for 
each incorrect outline and for each tran- 
scribed word that is incorrect. Make a list 
of the words you have missed and study the 
paragraphs in your Manual where they can be 
found. That practice will help you to write 
similar words in the next test correctly. 


W HEN you have taken each test this way 
and practiced the words missed, together with 
similar words 
shorthand dictionary, 


found in your textbooks and 
the June Complete The- 


ory Test should These Practice 
Tests will serve also as an interesting check 
up for you who have passed your school test 
or are already at work 

Ability to write outlines correctly and un 
hesitatingly is a great aid in taking dictation, 
and we are hoping even a greater number of 
you will be able to display the Gold Pin as 
evidence that you are 120-word writers. 


prove easy 


ComMPpLeTe THeory Practice TEsts 


TEST I (Col. 1) ordinary, discuss, ground 
grunt, beginning, roots-ruts, whether, starv- 
happened, 


ing, trunk, at the present time, 

farmers, says-system, bonded, two hundred 
dollars, tree, situation, somewhere, interest, 
plenty, failure, pep-people-peep, extremely, 


stimulate, reserve, conditions. (Col. 2) hun- 
gry, speak-speech-special, districts-distracts, 
cured, until, justice, in reference to the matter, 
all right, sustain-assistant, industries, dole, 
practical, touch, survey, completion, recom- 
mend-workmen, Illinois, production, provide, 
wonderingly, everything, installed, cost-calls, 
interchange, longer. (Col. 3) white, naturally, 
little more, start, organize-organization, re 
quirements, without, first-fees, guess-gives, 
simple, already, smaller, speed, concerns, sell- 
sill-seal, process-persist, persons, doubt, soil, 
country-can’t, important-importance, facto- 
ries, manufacturers, robbed, profit. (Col. 4) 
sometimes, coverings, priced, standardize, 
might-mat-mate, variety, demonstrate, expe- 
rienced, he thinks, features, claims-clams, es- 
tablishment, drop, advertised, requests, an- 
swered, custody, investigation, dividends, 
honors-owners, effortless, foreign-fun, else- 
list-wills, helpful, overturn. 

TEST II (Col. 1) always, supported, ex- 
penses, underpaid, argue, tuck-took, consider- 
consideration, position, entering, hesitate, any- 
where, substance, assistance-sustains, recov- 
ery, display, wall, former, progress, five per 
cent per annum, wealthy, appropriate, granted, 
ashamed, session, fashion. (Col. 2) group, 
presume, however, boy, in the matter, com- 
mittee-kitty, should be able, palm-payment, 
title-tight, violate, wrong, accept-acceptance, 
confess, existed, warnings, five dollars, grows- 
gross, abbreviates, card, words-your orders, 
refuse, shell, general-gin, anxious, necessar- 
ily. (Col. 3) relations, appointed-pointed, 
economists, union, administration, trouble, un 
rest, concentrated, supposed,  correct-car, 

(Continued on page 497) 
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Complete Theory Practice Tests 


- Met x ee ee” 
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A fifth complete theory practice test (words only) is available on request. 
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, 7 . 
thirty-fiv ents mofficial, still-stir-steer Bi . f | — 
wages, exc¢ xcellent-excellence, briefly, fun its O nte re st 
lamental, pportunity, physical, poverty, mae a aeaee 
vund-fund. stribution. altogether. contro Submitted by JAMES E. HUNGERFORD 
versy, third (Col. 4) ww lependent independ 


ence, servation, satety, tomorrow morning, N yne | 
forces, against the, issue, compensation, re 


s Angeles restaurant, w! 


. caters exclusively to stenographers, office 
lemption, United States, it must be, fairness, ' 
girls, and secretaries, menus are written 
ffers, me asure, etmcient, tortunate, taxes, 1 


: only in shorthand, for the lunch-hour cus 
sound-sunned, gold, inflation, based-baste, ; , 


ht tomers 
available, values, compartment, much more 


, , a 
FEST III (Col. 1) profiteers, largest, va- 
ation, connections, considerably, conduct, wel APANESE $stenographers have a much 


. soldiers - - > _ — = . js : 
fare, ldiers, reward, splendid, yesterday more difficult time typing letters and do 








east-estate, retire, employee, emptying, crop mente and in learn the kevhoard of the 
rporation, fam ies, congress-can go, repre- Nippor tvnewriters than d A met an secre 
sentatives, additional, cheer-which were, sur . ' 
rendering, senator, promptly, contracts, cancel- caries ; 
lation (Col. 2) politics, prominent, influ Says a Japanese stenographer vn ' 
ence, behaved, profoundly, respond, crisis (America! indard = typewriters ave 
g tention, remarkable-rumble, forty-seven keys, while we must ive twé 
; personalities, eloquent thousand different characters As if im 
thrilling, lecturer, painter, unmatched, weap possible irse, to have ul 
on, described, thirty-five million dollars, acters on one keyboard, these slugs repose in 
scarcely, natives periodical recall. (Col. 3 ype-compa we ° . ; ’ ‘ ‘ 
chance-chains, enough, inconvenienced, ina Rain ET in EP ern ' ‘ . - con 
tion, strike, justifies, nine o'clock, compliance, s | : , : ap ll 
obligations, nullify, agriculture, causes, cot ahenr . oa _— ‘ ; 
sist, considers, questions, depression, further, 1 small ink and then agains\ _ 
forth, investments, finance, abroad, something — 


else, six billion dollars, realizes, entered. (Col 


4) majority, to make the, complex, differently, 


' ‘ 
' Denmark rhe ar ive ‘ 1st i a yx 





warn 1 ising, unanimously, itemize, hap ' 
piness, involved, expanded, increased, civili writer, complet wit tationery carbor 
eating arter. vogue, borrows, coined. debts paper, and stamps, | pping a == 
ites ndividuality, quantity, commodity, i slot-machine 
Oke angers destrovs constitution 
— 
rRS] \ (Col 1) uty Oo buc re 
>: J d = uld, | udget, DOWN in Mes vernment wees 
mtrolied, inmocent-innocence, Britis 1 sub . ; - : 
P " ' 1 ‘ , il 1 secreta ire i we farce j urs ? 
jects. ecide, allows-ails, removed, immedi = 
‘ ‘ ~ 1 : t tT 
ite-immediately, wheer, executive depart ; : : ' . op 
ment, accounts, circuit, entertain, uncertain four urs were aliowed tor the midday 
; ‘ ; ; ] | ‘ | ; ‘ leis 
incident, auditor, approval, instead, advised meal a i 1 rie vy working ay 
except-sip, wording, particularly, attorney irom nine a.m. | ne p.m., and from f 
(Col. 2) well-known, readers, find, richer, to seven-t tv pon Can vou imagine a sec 
mental, percentage, life-laugh, minimum, con- tarv int I ted States having three irs 
stant, launching, advice-advise-vice, selected, for lun and a nice long nap t , 
article, essential, regularly, music, govern-gov 
, rf ryt ] ¥ rd 7 ly] | | » +]. v 
ernie priviiege, order lank, successes, mu 
, : : , 
tiply, whom-hum, cradle, protest, quality-cor & PEAKING f emplovees’ hours, the man 
lially y urs (Col. 3) despite, subscription who introdu ' . 3 ' law 
pop-popular-pope repeat, saved, average, : ‘ ' , Caneel 
M pass ( { Sta itti¢ 
condensed, invitation, material, instant-in- 


stance, literature, aim-I am, associates, cam 


paign, aggressive, automobile, gun-gone, a He was W n A. Carle, v 6 en 
wndred, tiger, killed, wisely, gamble, out the Washington State Leg 
lets, hand, inguires-inquiries. (Col. 4) neith 1907, wher proposed the eight-hour law 
er, studies-steadies, meetings, false-falls-fol- which was later passed. He was sevent x 
lows, blank, summer, quarter, accompany, vears of age at the time s deat 
securities, clients, drawn, addressed, mails 

| +} v 





sift 


lep. yemselves, commission, reduces, writ 


return, tough, good times, to a great extent §S EVERAI t the crack” passenger trains 
1 ! 


payable, Washington D. C.. for ten days, in Englan p vide expert stenogra hers te 
earned take dictation and do typing for traveling 

he tests are presented here in solid forn businessmet The train-stenographers di 
to make penmanship practice easier after you wuite well for themselves, earning substantial 


have tested vourselves on theory fees for their work Continued on page 500 
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Your Speech — Is It as Neat as Your 


° 
Typing? 
By LOUIS FOLEY 
Professor of English, Western State Teachers College, Kalamazoo, Michigan 


NYONE in secretarial work is very 
likely to be a “contact” person. Secre- 
taries frequently have to deal with 


people whom they have never met before. 
In such a situation the impression that one 
makes may be of considerable importance. 

Some years ago, the manufacturers of a 
certain brand of men’s clothing used in their 
advertising the slogan: “You are judged be- 
fore you speak.” No doubt they were mght. 
People form some kind of opinion of us 
from the moment when they first see us, and 
the clothes we wear probably have a good 
deal to do with it. There is something else, 
however, which that advertisement left un- 
said, and which is equally true. Though a 
person may have “judged” you already from 
your appearance, “before you speak,” he is 
very likely to begin revising his judgment as 
soon as you do speak. For better or for 
worse, this revised impression may be con- 
siderably different. 


IN the total effect which we call “person- 
ality,” an important element is the way we 
say our words. Yet, unfortunately, many 
people who will go to a great deal of trouble 
to develop other pleasing personal traits will 
continue to neglect the conspicuous matter of 
pronunciation. 

Perhaps some who would like to improve 
their speech are kept from doing so by the 
fear that others may think they are trying 
to “put on airs.” This fear is largely need- 
less. Ordinarily, nobody will resent your 
speaking as well as you can, so long as you 
do the thing sincerely and naturally, without 
“showing off” or seeming to feel superior or 
going out of your way to call attention to 
other people’s faults. Unless you give your 
words an exaggerated emphasis, the chances 
are that the more careless speakers who 
listen to you will never realize just what it 
is that you are doing differently. They are 
probably not very observant in such matters, 
or they would have noticed and corrected 
what was wrong with their own diction. 
Nevertheless, though they do not analyze it, 
they will feel something of the naturally 
pleasing effect of pronunciation that is clear 
and easy to listen to. And as for the more 


discriminating people with whom you come 
in contact from time to time, you may be 


sure that—other things being equal—you will 
gain more of their respect and confidence, as 
you deserve to do. 

It is mecessary to understand, 
that improving one’s pronunciation is not a 
matter of putting fancy touches on a few 
words here and there which attract atten- 
tion. That sort of thing is mere affectation, 
a superficial pose that deceives nobody. It 
only makes a person appear somewhat ridicu- 
lous to people of good taste. We see it 
being done all the time, of course, as when 
someone carefully cultivates a handful of 
Briticisms (real or supposed) such as “eyeth- 
er” or “tomahto” or “dictionry” or “necess- 
ry” or “telegrm.” Naturally such details 
stand out in sharp contrast to the rest of one’s 
speech, like a vivid red patch on green vel 
vet. They are adopted to attract attention, 
and they do it, but the attention may be much 
less favorable than you would desire. 


however, 


NOW, if anyone is really in earnest about 
developing better language-habits, he can cer 
tainly achieve that aim, and with less com- 


plicated labor than most people seem to 
imagine. But in order to make real prog- 
ress, one must start from the foundation, 


and understand clearly “what it is all about.” 
In general, poor pronunciation results from 
the neglect of a few very simple principles. 
On the other hand, if you get these basic 
elements right, they will carry you a long 
way into clearer and more attractive speech. 

From the point of view of almost any 
other language, English is spoken in a pecu- 
liar way. In most languages, all the sylla- 
bles of a word are uttered with equal or 
nearly equal force. In English, however, the 
strange thing is that we put the stress prin 
cipally on one syllable of a word, and enun- 
ciate the rest of it much less distinctly. The 
question of how much less distinctly the un- 
accented syllables are pronounced will cover 
most of the difference between clean-cut, 
pleasing diction and the slipshod corruption 
which too often offends our ears. While it 
is easy to see that our way of accenting syl- 
lables in English makes poor pronunciation 
peculiarly “natural,” there is no need of let 
ting it go too far. Though unaccented sy)l- 
lables be pronounced with diminished force, in 
good speech they nevertheless are pronounced, 
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distinctly enough to be easily noticed. Almost 
any common utterance could be taken as an 
example for demonstrator 

WHEN anyone says the word particular, 


but if the word 


spoken, the other three syllables 


stands out, 


the 


is correctly 


syllable ft¢ 


—including their vowels—will be clearly 
heard. In the most careless speech, however, 
this word degenerates into “pticlr”; all its 
unaccented vowels, and the first r, simply 


fade out entirely. Similarly, regular becomes 
‘reghr,” 


becomes 


acrut, 


(four sylla 


accurate becomes mercury 


‘mercry,” temperament 


bles) becomes “temprmnt.” So poem (e¢ as 
in get) bogs down into “pome,” family into 
famly,” battery into “batry dverbs often 
suffer from such treatment: teidentally 1s 
orrupted to “insdently,” really to “reely,” 
usually to “uzyaly,” probably to “probly 


Long ago the same process produced the slang 
om ordinary. 
difference af 


1 a word as particular 


term orne 
Notice t 


ation, in suc 


y fs 
this pronunc! 
profound- 


ly affects the rhythm of a person's speech. 


The pr sound of the word 


[ has a pleasing 
cadence, but the corrupted form is compara- 
h and jolting. Since those who 


allow themselves to slip into such negligence 


yper 


tively 


ars 


at all are very likely to do it habitually, 
the whole tone and flavor of thei speech 
will be distorted 

THIS ling accented syllables is by 
no means confined t e handling of single 
words Perhaps more important is the way 
it affects phrases and even whole sentences 


After 


irom a 


a phrase is spoken no differently 
same length, and 
yf the phrase are 
dropped out as are the 
pticlr.” In speech 
“put-t-nuh box,” 
‘out nuh gardn,” 
a lot of be- 
and going to degenerates in- 


single word of the 
d elements 
likely to be 


urstress¢ 


quite as 


vowels in “regir” or “ lazy 
put if in 


im the 


the box becomes 


garden becomes 


} 


ut 


listen to her becomes “lissn toor,” 
comes “a lottuh,” 
to the “gonnuh.” It is in 
speaking just common 
that the true quality of any- 


really up 


wearisomely crude 


the manner of such 


phrases as these 


one’s diction shows 

To a very large extent indeed, good pronun- 
ciation is matter of recognizing and re- 
sy./ables. This you will see clearly 
f the examples already 
syllables 
have ob 


specting 
f you consider any 
mentioned Kut the importance of 
as other besides what 
to “reglr 


the unaccented syHables are 


asp “ts we 


served with regard " or “probly” or 


gonnuh,” where 


simply dropped out Another way in which 
syllables are mistreated is by shifting the 
divisions between them Otten words are 
twisted out of their proper shape because a 
speaker grabs off in the first mouthful, as if 
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it belonged to the first syllable, an element 


which belongs not to it but to the one fol- 
lowing. That is what happens when gar-den 
is corrupted into “gard-n,” or cer-tawm int 
“cert-n,” or Mar-tin into “Mart-n,” or moun 


faim into “mount-n,” changing a smooth 
rhythm into a jarring, jolting effect 

WE have seen how in English a peculiarly 
strong accent is | upon one syllable of a 
word or of any set phrase which is felt to 
be a unit. Usually this stressed syllable is 
the first, though in the longer words (di 


tionary, laboratory, necessary, and the like) 


Now 


things, when people once 


there is a secondary accent farther 


on 
other 


they 


in this, as in 


acquire a habit, are inclined to follow it 


thick 


case at hand or not 


and thin, whether it suits the 


So 


through 


a good many words 





are frequently accented on the first syllable 
when accent on the second is the preferred 
pronunciation For example, in detail, ri 
search, detour, adult, recess—also in address 
whether used as a noun or and 
whether it means a speech is writ 
ten on an envelope—the accent, preferably) 
should be on the second syllable. Yet strang: 
ly enough the same persons who mistreat 


] first sylla 
EXaw 
( OM para 


these words may fail to accent the 
ble when it should be accented, as in 


site, HOSpitable, DESpicable, or 


ble. Likewise, those most given to dropping 
syllables in such words as particular or regu 
other 


lar may be the same people who distort 
words by slipping in spurious extra syllables 
as, for example, in grievous or mischievous 
which are mispronounced “grievious’ 
and “mischievious.” Perhaps we have to do 
here with the same kind of which 
in cockney dialect always leaves out the “h 
where there is always 
where there is not, or in anothe kil 
English cannot manage t real 
final “r,” as in father or dinner, but insists 
upon adding a superfluous one in “idear” or 
“obey the /Jawr.’ he explanation of this 
problem, however, we may leave to the psy- 
chologists. Any 
can speak correctly if 
do so. 


otten 


; 


perversity 


one, amd puts one it 
ther kind of 


pronounce a 


normal 
really 


reasonably person 


he desires to 


As you will have perceived by this time, the 
main purpose of the examples presented here 
has been to show that the treatment of sylla 
bles has a determining influence upon the 
quality of speech good pronunciation 
in English or any other language, that is a 
basic fact which must be realized. It 
be worth our while, however, to give rather 
special attention to the sound of one particu 


For 


may 


lar letter. In the difference between clean- 
cut and slipshod English, hardly any single 
detail stands out more noticeably than the 
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way « is pronounced in certain common words 
which everybody has frequent occasion to use. 
At first thought, the situation with regard 
to this vowel may seem more complicated 
than it really is. That is largely because of 
our notoriously inconsistent English spelling, 
which still shows results here and there of all 
the varied influences it has ever undergone 
All the “exceptions” can be explained, how- 
ever, if one happens to know the history back 
of them. For instance, we still have a few 
words in which the letter w carries its old 
Anglo-Saxon quality, like full, pull, bull, or 
put—the same sound which we spell other- 
wise in book or could. Also we have what 
is traditionally called the “short” sound of «, 
as in cut, rub, or run. But these apparent 
variations do not really bother anyone, and 
it may fairly be said that what we call this 
letter—“you”—is its true sound in English. 
as it has been for a number of centuries. 

The proper pronunciation of u is a perfectly 
easy, natural thing. There are plenty of words 
in which not even the most negligent speakers 
ever pronounce it incorrectly: cure, cube, 
curious, acute, fugitive, funeral, refuse, ac- 
cuse, use, abuse, human, and other examples 
suggest themselves at once. But there are 
certain other words which tend to become 
much less clean-cut, as soon as enunciation is 
allowed to become careless or relaxed. Even 
on lecture-platforms, one may sometimes hear 
introduce corrupted into “interdooce.” Among 
the words which suffer frequently in this 
way are reduce, illusion, institution. Common 
mispronunciations of literature run all the way 
from “literatoor™ to “lit-t-chr.” 


ORIGINALLY the letters ew stood for just 
what one might reasonably expect that com- 
bination to represent—the sound of e as in 
get plus the sound of w as in went—but in 
modern times the established pronunciation 
of ew is the same as that of w. In most of 
the words involving ew, everyone instinctively 
pronounces the w sound. Nobody confuses here 
with “who,” or mew with “moo”—any more 
than a person would confuse the cat and the 
cow whose calls are thus indicated. If the 
verb use is in no danger of confusion with 
“ooze,” mule with “moot,” or pure with 
“poor,” then there is surely no excuse for 
pronouncing tube as if it were “tooh.” 


OF course there is no particular reason for 
claiming that these words containing wu are 
more important, for their own sake, than any 
other words in the language. Yet it does 
appear that people who unhesitatingly pro- 
nounce these words with clean-cut accuracy 
can usually be trusted to handle other kinds 
of words equally well. Notice that this is 
the vowel which is so often neglected in the 
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careless speaking of words like particular, 
perpendicular, accumulate, accuracy, or man- 
ufacture. So we are brought back to the mat- 
ter of syllables, for it is evident that the w 
is most commonly slighted when it comes in 
an unaccented syllable, and in such cases the 
rhythm of speech is often marred because a 
syllable is simply left out. 

Needless to say, there are many problems 
of pronunciation which we have not men- 
tioned here. Few of them will cause any 
real difficulty, however, if you already un 
derstand the truly fundamental principles, 
and have formed your speech-habits accord 
ingly. Without this genuine foundation, merely 
looking up words in the dictionary, or learning 
“rules” (most of which are unreliable), will 
never give you the real thing—the clear. 
smooth diction which makes listening easy 
and agreeable. 


Bits of Interest 
(Continued from page 497) 


A BUSINESSMAN, wearying of having 
a number of large past-due accounts on his 
books, and tired of sending out “duns,” had 
his secretaries send all of the “deadheads” 
bills for double the amounts they owed. Debt- 
ors who had ignored correct statements, 
wrote, telephoned, or called in person, in- 
dignantly demanding an explanation for the 
huge overcharges The executive had his 
credit department “apologize” to the irate 
debtors for the “mistake.” Some of them 
settled the bills they owed. Others came 
through with something on account. There 
is no better way to arouse a sluggish debtor 
than to overcharge him, this executive is 
convinced 


AN EXECUTIVE who believes in the 
“personal touch” in business is John Hart 
ford, president of the Atlantic & Pacific (A 
& P) chain grocery stores. Recently, Mr 
Hartford signed with his own hand letters 
to his forty-five thousand employees. This tre 
mendous penmanship job took him six weeks 
He could have turned the work over to his 
battery of secretaries, but the “persona! 
touch” in business is his pet hobby 


No Doubt It Would! 


Br.ters: This typewriter will revolutionize 
the industry. 

Secters: How? 

Briters: Look at the adjustable mirror, 
powder compartment, manicure set built in 
and a hideaway for chewing gum! 

—Boston Transcript. 
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Ra i +z forest glades are a delight to ex- 
plore. And in addition to all these 
bounties there are the world 
famous Hot Springs that the 
Indians once fought over and 
that all 
aay er 


then shared peaceably so 
sould have the benefit of the hea 


ng waters 


Ir is thought that De Soto visit 
ed these springs in 1541, but the 
earliest white settlement was not 
made until 1800. There are forty 
seven springs here, and so pr 


“10us are they considered that th 


Government took them over in 





1832, with four sections of the 

surrounding country, and estab 

shed the Hot Springs Reserva- 

tion to perpetuate their waters for 

EWING GALLOWs: the benefht of all the people 

Central Avenue, Hot Springs, with Bath House Row at In 1921 by another Act of Con 
right and the Arlington Hotel in center background gress the Reservation became the 
Hot Springs National Park 

These, the only Government 

ywned and operated springs in our intry, 

Arkansas— the and the surrounding Park, are located in the 


y 99 wooded section of the Ouachita (Wash-i-taw ) 
«WW onder State Mountains, almost in the center of the Stat 
The city of Hot Springs adjoins the Park 
WENTY-SIXTH in area (it covers 


53,335 square miles), and twenty-fifth in ARKANSAS not only boasts natural won 


point of population is this member of our ders, but the only woman ever elected to the 
Parade of the States. The 1935 census esti- Senate is Arkansas’ Hattie Caraway The 
mate showed 1,999,000 people living in Arkan militant Carrie Nation made her home in the 
sas (pronounce it Ar-kan-saw, please, regard building at Eureka Springs pictured below 
less of the spelling !) \ powerful glass brings out the sign on the 
They call it the “Bear” State, and sometimes alcony, “Hatchet Hall.” This State was one 
the “Bowie” State, but the “Wonder” State its ff the first to adopt a public school systen 
perhaps the best appellation for Arkansas and, later, among the first to pass a minimun 
Almost every crop grown anywhere in the wage law. Arkansas U is at Favetteville: the 
country grows here wheat, corn, oats Teachers’ College at Conway 
potatoes (both white and sweets), alfalfa, 
cotton, and rice The largest peach 


orchard on the continent ts located here, 
and some fifty different kinds of apples 


have originated in this state 


THERE are forests abounding with 
every kind of tree that grows in our cli- 
matic zone, and it is from here that much 
yf the country’s hardwood comes. There 
in abundance, and minerals of all 
sorts—even diamonds! Ninety-six per 
cent of the bauxite in the country comes 
from Arkansas 

A fish hatchery that will be the largest 
in the world some day keeps the streams 
plentifully supplied for the angler, and 
wild duck and geese are to be found in iahinens @ otitis 
“clouds.” Her beautiful mountains, val Hatchet Hall, Eureka Springs, where Carrie Nation 
leys, and rolling prairies, and her great wrote her autobiography and spent her last years. 


1s oil 
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THE SHORTHAND REPORTER 





KEEPING PACE WITH A STAR 


Her testimony came in a veritable torrent, but it did not 


prove unreportable. 


How the reporter got it is explained 


By CHARLES LEE SWEM 
Official Reporter, New York Supreme Court 


ONIGHT I am very tired. I have been 
"quinn all day a star of the Metropoli- 

tan Opera Company, a star of the very 
first water, according to all the testimony. 
I am not an opera addict and so I do not 
know, but if her fame as an artist matches 
in any degree her ability to utter words 
rapidly, she must rank with the greatest 
singers of all time. She speaks very dis- 
tinctly, as a distinguished vocalist should, 
and so I have no complaint on that score. 
She is most gracious as a witness, and her 
tones are pleasing to the ear, but I am still 
very tired, for she talks fast, very fast indeed. 


SHE has sung in the most polysyllabic 
places, she has had the most curiously named 
people as vocal instructors and professional 
associates, and she has been everywhere on 
the globe, particularly abroad. She couldn't 
have picked England or Scotland to roam in, 
where the names of the towns have a familiar 
ring to them, but she had to follow her art 
through Italy and France and Vienna and 
Budapest, singing under the batons of maestros 
with liquid /’s and muted g’s, and she knew 
every one of them personally and fluently. 
And the réles she had created or played !- 

forty of them by her own count—and she was 
very specific. Three of them were in English, 
The Girl of the Golden West, Beauty and 
the Beas, and Merrymount. The rest were 
Italian, French, or German, and she is a good 
linguist, for she pronounced them with all the 
flavor of their native tongue. She took me on 
a vocal tour all the way from Seattle, Wash- 
ington, where she had begun her career, to the 
La Scala at Milan and the Opéra-Comique at 
Paris, stopping at all the way stations in be- 
tween, and from Lawrence Tibbett and Rosa 
Ponselle of today to Scotti and Lilli Leh- 
mann of a generation before. She was twenty 
words ahead of me before I recognized “Leh- 
mann,” for it came out in the original German 
(Layman), and as for Giulio Gatti-Casazza, 
the eminent Metropolitan director, I never 
was able to do justice to his name in short- 
hand, even though I have known of him for 
a long time. 


ONCE I stopped her to ask the spelling of 
a name so utterly bewildering and un-phonetic 
that I realized I would never be able to un 


tangle it if I let it go by for an instant 
She paused and spelled it for me very gra 
ciously, but the silence which followed my 
simple act was most disturbing. Both counsel! 
and the Court stared at me; indeed, | felt 
that every eye in the crowded courtroom 
was upon me. [ feared for a moment that | 
had committed a most terrible faux pas, and 
that my reputation was forever ruined. It 
developed, from subsequent reports, that 
everyone suddenly realized that somebody 
was taking all this speech in shorthand and 
they wondered why I hadn’t stopped her 
be fore. 

Since then I, too, have wondered, and the 
explanation of why I did not is perhaps worth 
noting. I might have stopped her at any time 
because of the speed at which she was moving, 
but her sheer speed—the number of words a 
minute that she uttered—while fast, was not 
unreportable. Most competent reporters 
could report it and think only that they had 
had a good workout. What made her dis- 
course seem unusually fast to everybody in 
the courtroom, except to those well versed in 
musical lore and history, was the parade of 
proper names, places, and operatic terms that 
rolled off her tongue in all the flavor of their 
native accents. 


LET'S just see how the reporter got it, and 
observe how logical a process it was: 

Item 1. In the days of the old phonograph, 
when the red seal records of Caruso, Scotti, 
Farrar, and the other great opera lights were 
selling by the hundreds of thousands, the 
Victor record catalog was a household manual, 
scanned with almost religious fervor by the 
music-loving members of the family. Although 
he never saw an opera at that time, and never 
heard the original tones of the great stars, 
the reporter, from studying that little book, 
knew their life history, their favorite roles, 
and the operas in which they had starred. 

Item 2. For no satisfactory reason that 
he can now remember, the reporter in his 
youth decided to study French and went to a 
French tutor until he could read French with 
some fluency and could recognize its special 
accents when spoken. Italian he never studied, 
but in traveling through Italy for one week 
he discovered that a smattering of French 
went a long way toward making one’s self 
understood among the Italians. 


(Continued on page 504) 
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Item 3. One night, while in Milan, he was 
dragged into the La Scala Opera House to 
hear the great La Scala organization give a 
performance of Aida. He didn’t want to go, 
for the appreciation of opera quite escapes 
him, but while there he listened, he read with 
interest and profit the libretto that was handed 
to him, and he came away with a desire to 
know more about what he had seen and 
heard, which desire he has since gratified by 
casual but serious reading 


Item 4. Another night, in Paris this time, 
when he would much rather have been at the 
Folies Bergére, he was inveigled into going to 
the Opéra-Comique, about which he now 
recalls little except that he remembers the 
name and knows what it means and how to 
spell it. 


Item 5. He 
and it seems 


reads the popular magazines, 
that almost every day he sees 
the pictures of or reads something concerning 
Grace Moore, Kirsten Flagstad, Lily Pons, 
Beniamino Gigli, Giovanni Martinelli, and the 
modern opera stars, so that although he never 
attends the opera, none of them is a stranget 
to the person who “runs and reads.” 


Like the average competent reporter, 
this reporter knows his shorthand system to 
the extent that every word he hears which is 
understandable is writable If it is in the 
English tongue, it is simple; in French or 
Italian, only less so, since he is more or less 
familiar with the sound of those tongues; in 
German it may or may not be difficult, since 
German is sufficiently akin to English at times 
to make it readily “hearable;” but, at any rate, 
what he can hear and understand he can write, 
and what he can he can always “look 
up.” 


Item 6 


write, 


T HERE is literally almost nothing that the 
reporter that does not 
form part of his reporting equipment. The 
old Sears-Roebuck catalog that used to lie on 
the parlor table, the patent medicine almanac 
that recounted, among its panaceas for all ills, 


hears, sees, or reads 


the important dates of history, the famous 
men of the country, with an astrological 
chart of the heavens; the terrible story of 
India narrated by the visiting missionary at 


history of the Medicis that 
the items picked up 
from such as these, with the more formal 
and orderly processes of education that pre- 
pared him to take his part in a literate world, 
are all parts of the knowledge that the reporter 
may require some day, he knows not when. 
The reporter can never regard anything as 
useless knowledge or wasteful experience if 
it adds the least thing to his education. That 
is why there is so much difference of opinion 
themselves as to what con- 


the church : the 


he found in the attic 


among reporters 

stitutes an adequate minimum of education 
for the profession. A reporter's education 
never ends. It must begin with shorthand 


speed, but what its limits are, nobody has yet 





Tue Grece Warrer, June, 1940 


been able to prescribe. At times he must be 
something of a lawyer, a doctor, an engineer, 
a chemist, and have a smattering of a hundred 
other crafts. Even then he can never be cer- 
tain that tomorrow he will not find himself 
startled by a new terminology that was never 
dreamed of ten years before 


ALL a reporter can be certain of is that 
nothing in the way of knowledge he picks up 
is ever wasted; metime or other the 
most obscure bit of information or experience 
that he along the way of life 
may become a brilliant ray of light illuminat 
ing an otherwise dark and difficult case or 
other bit of shorthand reporting. 


that sé 


has gathered 


Written by Charles Lee Swem 
In an Action on Double Indemnity 


Key to Jury Charge 


(Concluded from the May issue) 


Those are the various arguments that have been addressed 
to you and all addressed to yo legitimately. They have a 
got to be taken into consideration by you, and taking then 
all into consideration and on the evidence that you hear 


from this witness stand I want you to say whether or not thi 


man died as the result of an accident Suicide ts not ar 
accident If he died as a suicide. he did not die as the 
result of an accident If he died as a result of an acci 

dent, the plaintiff? is entitled to recover $20,000 against the 
Equitable and $23,000 against the Travelers. with interest 


from the date of his death If he died as a suicide, she te 
not entitled to anything I don’t know of anything else 
that I can think of to say to this jury Have you got 


any suggestions you want to make? 


MR. GREEN None 
MR. SMITH I would like your Honor to charge that a 
verdict for the defendants does not necessarily mean that 


the jury by their verdict find! he mmitted suicide it means 


merely that the plaintiff has failed to sustain the burden of 


proving that the man died accidenta 

THE COURT I explained that to the jury before 1 
told them that the burden was upon her to prove that he 
died of an accident, that he did not die a suicide In that 


situation you can have three alternatives First, you may 
find that he died of an accident and not of suicide, or your 
minds may be evenly balanced on the question—you may 
not be able to say whether or not he died of an accident or a 
suicide; and if your minds are evenly balanced. the plaintiff 
hasn't sustained the burden of proof that is on her 


Colonel Olof Melin 


UST as we were closing forms to go to 
J press, the GREGG MAGAZINE arrived from 
London, bringing us a brief note in remem 
brance of Colonel Olof Melin, the great Swed 
ish shorthand and historian, who 
passed away on January 15, 1940, at the ag 
of seventy-eight. The Melin 
universally in Sweden. It, like our system, is 
based on longhand. Colonel Melin was a 
prominent figure at the International Short 
hand Congresses. He did much to further 
their progress. His “History of Shorthand” 
describes the origin and development of hun 
dreds of systems used throughout the world 


inventor 


system is used 
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WHoO’s WHO IN SHORTHAND SPEED 


A Miss, a Mrs., and a Mr. Take High Honors 


Reports EXAMINER A. A. BowLe 





Luceda H. Powell Alfred Stern Dean Christensen 


ISS Lu i Heater Pow another Is was. ‘ Vea ) 
stk apie t \\ tre Diam« | e of those da some ( lumbia Universit 
M« la ror jua Ving tne 200 Wor ls egree h cl nace tive < rrect apy a] al 
a-minute test. After being graduated from the persuaded her to change her name 
Sand Fork (West Virginia) High School, Mrs. Christens« S al truct in the 
M ss Powe atte! ine evening classes, I Kathar ne Ww » , l, New \ rk, and a 
ind Tt, at the West Virginia Business Col- lone incidenta tree-lance reporting Her 
eg Clarksburg Her job as telephone shorthand history begins on the Pacific Coast 
perat prevents r trom being a regular lor it was the Armstrong §$ l of Busi 
attendant at s |, but after a vear she left ness Administration, Berkeley alitornia, that 
e tele] mpany and worke is P.B.X Mrs Bennett taught ‘ the \ | s of 
perat epl st al l typ st I a aw Cregg 
rn This gave her more time for study, of Mrs. Smit f the L. D. S. Business ( 
whl sive k pr per advantage lege, Salt Lake ( ity, Uta il ed < I 
\ tte s tensive ‘ k, Miss P we ] the 110 cias a tne mm t stop was Pace 
migrated to t Nation’s Capital and secured Institute, New York, where she attended and 
1 position f{ erself as stenographer. “By was graduated from the Secretarial School 
rtue of the good nature of the people tor and the School of Shorthand Reporting. She 
whom I worked,” she says, “I managed t names among her able teachers there, Miss 
tay emploved long « wh to get some ex Alice Ottun, Dean of Pace Institute, and the 
perk en she secured a position as corps of reporters on the school’s ftaculty 
secreta t a itt ey It was here that She later took work at Hunter College evening 
€1 te i] hat writing got classes under Charles Zoubek and while 
the best of her, so she entered a reporting (hicago attended Gregg College a receive 


class at Poteet’s Business College in Wash nstructio irom Dian Medalist Hele 
ington, under the tutelage of Earl E. Manges Eva 
Like al these expert writers, she is Returning New York, Miss—I mea 


1 out much Mrs.—Christensen attended classes under the 


+ + 


modest wit all, an Ww ca rimk 
about her—nothing as to het bbies, sports, direction of Louis Leslie to improve het 
etc., but the photograph submitted shows her shorthand penmanship. More effort at higl 


to be a personable young lady. We'll have speed dictation, in which friend husband 


) wait until our next trip to the Capital for had assisted during his spare evenings, and 
letails. In the meantime we extend congratu she was ready to try the 200, She telephoned 
lations to Miss Powell the writer and we gave her the test amidst 

the shorthand tomes tha iIrroul e newly 

HEN a teacher makes the “200” it's established “Archives room of Doctor 
ane And we are more than happy to Gregg. Perhaps it was the inspiration of all 
add to the list of the Diamond Medalists, those old shorthand authors a writers that 


Mrs H f ristensen, w he to many ot her eiped er \\ Continued on page 506 
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lo make the record complete, let us add 
that Mrs. Christensen has held secretarial 
positions in Salt Lake City and in New York, 
and has taught at the Irving High School, in 
the former city, and at Pace Institute. 

Her hobbies? Tennis—at which she has 
won prizes—public speaking (she won prizes 
in that on the Debating Team of the Uni- 
versity of Utah), and travel. If the war did 
not prevent it she'd be sailing over the ocean 
again this year, to add to the ten countries in 
which she has already travelled. She has 
crossed this country at least nine times (I did 
it once and thought I was doing something), 
and has toured the Pacific Coast from Los 
Angeles to Canada and all along the Atlantic 
Seaboard. 

Jetween times she has been studying and, 
as you see, has now won the high award for 
shorthand proficiency. 


LFRED STERN, of Brooklyn, New 

York, is another New York High School 
of Commerce boy to make good. After quali- 
fying at 125 in school, he attended the eve- 
ning classes at Hunter College, where under 
the guidance of another H. S. of C. graduate, 
world champion Martin J. Dupraw, he studied 
and reached the 175-word mark, receiving the 
Gold Medal that is offered to all who attain 
that speed. 

Then when a Civil Service examination 
came up Mr. Stern entered and, being high 
on the list, was soon appointed Stenographer 
in the Board of Transportation. Other Civil 
Service appointments he received were Re- 
porting Stenographer in the Financial De- 
partment of the City of New York, and in the 
Sanitation Department of the city. 

His present position as Principal Hearing 
Stenographer in the Workmen's Compensa- 
tion Bureau in New York nets him a tidy 
sum, but he is still studying and practicing 
and we shall expect to see him in the Supreme 
Court one of these days. In the Grade-Five 
Reporting Stenographers Examination in 1935, 
Mr. Stern was the youngest person to pass 
the test. 

He is a he-man, all right. Swimming, ten- 
nis, handball, gymnastics, golf, and running 
are on his list of favorite sports. At gym- 
nastics and running he has excelled and his 
room at home is adorned with many prizes. 


SO whether you are a Miss, a Mrs., or a 
Mr., or whether you are a student, stenogra- 
pher, or teacher, set your goal as high as 
these writers have done. The better pre- 
pared a student is, the faster and more accur- 
ately he or she can write and transcribe, the 
more likelihood there is of securing one of 
the higher positions in this field. The same 
remark applies with equal weight to stenog- 


Tue Garece Warrer, June, 1940 


raphers. And as for teachers, while a good 
job of teaching can be done even though one 
does not reach the heights of expert writing 
one’s seli—yet there is a great deal more 
satisfaction in being able to “lead the way” 
to the higher levels of shorthand speed, than 
in just “pointing” the way! 

Let us give some time and practice during 
this summer to put ourselves ahead of the 
procession. Remember, you have to run now- 
a-days just to keep up with the other fellows ! 


Enemies Behind Thee 


Even as ARTHUR G. SKEELES Sayeth 


ONSIDER a king that hath gone into 
C a far country with his army, to take it. 

For he presseth on truly, to capture 
city after city; yet he neglecteth not the 
country of the enemy that lieth behind his 
army. Yea, he moppeth up the country dili- 
gently, seeking every house and every secret 
place where an enemy hideth, until he hath 
made an end of all of them 

For he knoweth that if he leaveth alive 
these enemies they will gather themselves to- 
gether, and cut him off from his own country, 
and attack his army from the rear. 

And if he fighteth an enemy in front, and 
another behind, he will surely be cut off and 
his army scattered, and he himself will be 
made captive, and perhaps killed. 


EVEN so is it with the shorthand student 
For the principles thereof are like cities, 
and like strong towers that he captureth. As 
he captureth more and more cities and towers, 
he conquereth more and more of the land. 

But the unknown outlines of shorthand are 
like unto enemies which he fighteth, As he 
overcometh them, he maketh the land safe for 
him to dwell in. 

But as in every town there be some of the 
soldiers of the enemy that are not killed at 
the first assault, so in shorthand there be 
outlines that are not learned when the prin- 
ciple is first studied. 

And if these outlines be left unlearned, 
they become a great army, and a mighty host; 
so that presently the student is encompassed 
before and behind by unknown outlines. 

Then that student becometh confused; and 
with confusion there cometh discouragement. 
But and if that student will do as doth the 
wise king; if he will search diligently for al! 
words that belong under each principle, until 
he findeth them, and having found them, if 
he will ki— no, LEARN them, then that 
student will surely become master of all the 
land of Shorthand. 

Therefore, MOP UP! 
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My Shorthand Dictionary and Me 


By LAWRENCE DAVID BRENNAN 


HENEVER 
finance, he 


2 


the word 
ZOO 


a pity he 


anyone dictates 


nance, ology, 
think, 


rthand. 


ways “Isn't it 
— - 

But when a stenographer mispronounces 
murmur, “I 


of his 


00 bad he 
shorthand dic- 


| 
aiwavs 


dn't make better use 


PHE ful importance of the shorthand dic- 


ary dawned upon this writer as a reve- 
" \ vexatiously slow train had dumped 
ne off at a junction with two hours to wait 


the express one summer evening. The 





y means I| had of killing time was my anni- 
ersary edition and Dictionary, and 
| was somewhat trom practicing out 
nes on the lting train all afternoon l 
egal i g listlessly thi ugh the book, con 


narwhal 


opening 


ascinating words as 
felt 
How wasteful I had 


na | 
ingag sé im, woen l my eves 


been, using this 


t " merely as a reference book {f 
infan " itlines, and now there suddenly 
blaze efore me many other uses for the 

k 
I IRS) book contains the 19,000 most 

é é vords of the English lan 

‘ g the most simple and obvious 
As as ipher, | might run into any one 

these 19,000 words any day of my life, yet 
ere were words which were not only unfa 
niliar to me but downright unknown. There 
yas narwhal, for instance. Narwhal might 
ome up at any time, in a book, in a news- 
aper, in social life—stare me right in the 
ye, knock me down—and I wouldn't know 

it it was | checked through the diction 
t liscovet w many of these 19,000 
\ I 1 not know, a my astonishment 
wv he The words under let 

‘ la e convince me ot that 
l served als the valuable aid in im 
g spe iw 1 had in this book I set 
‘ act that mullionatre has one “n’ 
juestionnaire as two Judgment loes 

t have an “e” the middle Here were 

19.000 words set before me for easy re 

ce 

| note also that after making due allow- 
ance facility and shortcutting, the short- 

utlines went a long way toward indi 
ating p inciatior Finance has the small 
ircle, not the broken circle. Zodlogy has the 
hook ook. Garage is written 


with an ish as it is pronounced 


’ Ka 
pronounces the da é lieu uses the < 
| he ’ y 
es long 


key | ie liture which ti 
Shorthand Dix airy p ides was the mos 
interesting y-{ , ct or ft s | K riere 
was a brief outline f teracy The cha 
had been separated fron ¢ Ww at a eve 
word represe ted was I Q if 
Althoug meaning are t giv the 
words are s arefully selected that eve 
mh 1s \N ¢ Ww 1 investigalt , i tal 
ard dictionary Every literate pers 
know that aeolian reters t e W s, that 
an aeolian harp is played by the winds, and 


that Aeol 


is was the Greek king or god oft 


the winds Every ‘ form pers 
should know , ina c mar 
ma! ciale t tre Ww halt i < er 
long, and posse i tw | ‘ ef 
comme al at vor 
and oil 
I REMEMBERED reading about young Jack 
London's desperate craving for education. Jack 
would take ea infamiliar word, investigat 
ts exact meaning, and t make word lists 
whic e woul tack to the wall for refer 
ence What a great ca it time al re 
he Shorthar L) ary would ave saved 
im in selecting words And yet, as I sat 
the gloomy railroad inction, ack | 
I s idea suggested a progran f study ft 
me Starting that day, I spent ten minutes 
every evening ne of the letters of the 
Dictionary I wou t down the shorthand 
yutline, the p at and k up the 
meaning of « miliar Ww In twenty 
six days I had an im ement teracy 
which I ¢ , measure I repeate 
tre idea A i } ess N \ whet 
ever I feel the urge for a cultural uplift, | 
nstitute another twenty-six day plan! 


Definition of an Education 
HESE | creristics 1 


ffer as evi- 


dence I il ator correctness and 
precision i the mother tongue 
refined an anners, which are the 
expression i xed habits of thought and 
action; the power and habit of reflection; the 
power of growt und efficiency, or the pow¢ 
to do Nici 1s \/ ray Butler 


























Fixst Paize Mrs. Emma A 


+uTEF A 


ving Cup 








Medal 


Helene 


Prize 


Gold 
2) tied 


0.G.A 


with 


Toyok« 
Talbot, Notre 


SECOND 


0.G.A 
Conrad, 


Tuimp Paize—Sterling Silver 





Next Five Paces 
Richard T. Murphy, 21 Christian Road, Douglas, Isle 
tion College, Bangkok, Thailand: Fumiko Kusabe, P 


pewshki, 315-156th Street, Calumet City, Illinois 


Yorkshire, 








Results of the O. G. A. Contest 


By FLORENCE ELAINE ULRICH 


Individual Prize Winners 


Ronge, 3510 S. 





lnamune, 


Dame 





Medal 


Montana 


Esterbrook Fountain Pen Desk 








AKT AND CREDENTIALS 











Ridgeland Avenue, Berwyn, Llinois 




















Dietz Commercial School, Honolulu, Hawa 


Southbridge 


Margaret 


Academy Massachusetts (2) 





Christopher, Conrad High School, 


Lou 


(3) 


Edna 








Sets 


{ Man, British Isles (4); Cheng Tim Chee, Assump 
O. Box 254, Cokeville, Wyoming (6); Eugene Radzsie 
Rowland Morrell, 18 Woodlands Avenue, Harrogate 


England 





Next Ten Praces—Gregg Writer Fountain Pens 
Rose Chow, Farrington High School, Honolulu, Hawaii: Christine Dufresne, High School, Dracut, Massa 
chusetts (10); Lorraine Maim, Evanston Township High School, Evanston, Illinois (11); Mary Palumbx 
St. Peter’s High School, Mansfield, Ohio (12); Tony Esposito, 2425 Chestnut Avenue, Ardmore, Pennsy 
vania (13); Chik Ah Yan, The Secretariat, Sandakan, British North Borneo (14 Manuel Esgra Enicola 
$2-B Rizal Street, La Paz, Iloilo, Philippine Islands: 7. N. Subramaniam, Anglo-Oriental (Malaya), Ltd 
P. O. Box 300, Kuala Lumpur, Federated Malay States; Hayao Takashige, 3450 Campbell Avenue, Hono 
lulu, Hawaii (17 Betty Schoell, Beacom College, Wilmington, Delaware (18 





HE Contest entries this year were 
packed full of interest. From far-flung 
places they came, thousands of them 


from war zones of the East and West; from 
the frozen North and wintry South; by dog- 


sled, Yankee Clipper, “escorted” ships; 
through censorships and customs—almost 
evéry known mode of transportation was 


called into service to bring the Contest papers 
that swelled our mail bags to overflowing 
Many beautiful and outstanding entries were 
received and have been put on exhibition, and 
the penmanship, on the whole, was the very 
best ever to be submitted in these contests. 


A'S usual, enthusiasm ran high in spite of 
prevailing disturbed conditions that necessar- 
ily must occupy the thoughts of many of our 
contestants. “I was thrilled when the Cus- 
toms and Excise Department notified me that 
a package awaited me from America,” writes 
Miss Betty E. Jackson. “When I saw the 
medal I was indeed delighted—it is really 
beautiful, and I am very, very proud to think 
I have been awarded it. I took it along to 
school that day, and I think my students were 
nearly as thrilled about it as I. It is such a 
great encouragement that I mean to redouble 
my efforts now. It is splendid that you 
in America have this competition open to 
Gregg teachers, not only in your own country, 
but over here. I thank you for the opportu- 
nity it affords us.” Miss Jackson is a teacher 
in New Malden, Surrey, England. In spite of 
the fact that her country is at war, she found 




















enthusiasm to enter the 
O. G. A. Contest—and discovered that the re 
sults were something to thrilled and ex- 
cited about! The true English spirit that must 
be the admiration of us all. Congratulations 
Miss Jackson, upon the fine work you did! 


the time and the 


get 


TEACHERS and students joined one another 
in this Contest—teachers preparing the Meda! 
Test with the aid of their students’ sugges 
tions, and students writing the O. G. A. Con 
test copy with the advice and help of their 
think it that 
my pupils won twice as many Gold Pins pro 


teachers, “I was no coincidence 
portionately as they have ever won before,” 
writes one of the teachers. “They were most 
interested in watching my progress at the 
blackboard; and if you could have heard them 


criticizing the specimens published in the 
March Greco Writer you would know that 
they are capable critics!” 

Another Contest club sponsor says: “It 


seems as if all of the students want to take up 
stenography since we have started using the 
Grecc Writer Awards system. Beginners. 
having heard about the prizes and the Contest 
from other students, ask immediately they en- 
ter the classes when they may begin to earn 
them. Shorthand classes are growing steadily 
larger, and | think it is the O. G. A. that is 
doing it!” 

A student tells us: “We take your sugges 
tions and criticisms of our papers very seri 
ously. We study the corrections and discuss 
the points among ourselves and with our 
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teacher. Then we try again until we earn the 
QO. G. A. The improvement in our notes is 
not only noticeable to all of us but is reflected 
in the better reports we are getting in short- 
hand. We can read our notes more easily and 
correctly now.” 

Hundreds of such letters are received at this 
time, and we wish we could quote from all of 
them. But to the prize winners! 

WEE shall start right off with a “bang” and 
tell you that the Grand Prize Silver Trophy 


and $100.00 in cash was won by Barnes 


School of Commerce, Denver, Colorado. If 
you are one of those read- 


ers who have been follow- 
ing these contests, and will 
refer to previous reports, 
you will see the steady up- 
ward climb of this school, 
now gloriously climaxed 
with the Grand Prize. This 
year’s team was comprised 
of 230 students; 122 were 
awarded the Gold Pin for 
exceptional merit ; the score 
was 98.50. Heartiest con- 
gratulations ! 

Surely there is no more 
convincing testimonial 
of the value of these 
competitions than the 
earnest effort and per- 
sistence with which 
classes compete for the 
prizes year after year. 


ANOTHER school to 
“ring the bell” at the 
top this year is Hemp- 
stead High School of 
Hempstead, Long Island, 
New York, We remem- 
ber when the first large 
team competed from this school. The improve- 
ment in notes as students and teachers grew to 
understand what the O. G. A. required is re- 
markable evidence of what a standard in writ- 
ing style helps to accomplish. Undaunted by the 
failure of those first trials, the teachers in this 
school persisted until they achieved their pur- 
pose: First Place in the O. G. A. Contest! 
They topped the High School and College 
Division this year. Bravo! With a team of 
477 students, 147 of whom were awarded the 
Gold O. G. A. Pin, they made the splendid 
score of 96.50—just two points below the 
Grand Prize winner. 


SETON HIGH, the Unbeatable! You've 
guessed it—Seton High School, of Cincinnati, 
Ohio, captured the Silver Trophy for First 


Unique Contest entries 
Union High School and from Gail Col- 
lege, Abilene, Texas 
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Place in the Parochial Schools Division for 
the third time, and keeps! With a score of 90 
(only .25 of a point over its nearest competi- 
tor), made by a team of 194 students, 90 of 
whom won the Gold Pin, this school success- 
fully “carried home the bacon.” It was a 
magnificent performance, and both teachers 
and students deserve unstinted praise for the 
work done. 

St. Ann’s Academy of Rawdon, Quebec, 
Canada, was the close runner-up, with a score 
of 89.75, made by a team of 21 students— 
and here is another record! All of the stu- 
dents in this team won the Gold O. G. A. Pin! 

That is a remarkable per- 
formance of teaching and 
writing skill. A great big 
hand goes to Sister M. 
Rose Lillian and her stu- 
dents for this feat! And 
that’s no pun, either, 


Commercial 
College of Champaign, 
Illinois, climaxed their 
previous achievements in 
the O. G. A. contests by 
winning the Lov- 
g Cup and cash prize 
awarded the First-Place 
winner in the Private 
Division. With 
a team of 65 students, 
56 of whom won the 
Gold Pin, Illinois Com- 
mercial attained a score 
of 89. Congratulations 
are in order for the 
teacher, Miss Phebe 
Myers, and her school 
team. Good work! 


ILLINOIS 


Silver 


Schor Is 


from Phoenix 


EVIDENTLY the 
High Schoo! and College 
teams were on their mettle this year. The 
schools in this division averaged the highest 
scores. 

Haverford Township High School, Upper 
Darby, Pennsylvania, won Second Place with 
a score of 95.25. The team was composed of 
88 students, 70 of whom won the Gold O. G. A. 
Pin for exceptional merit. “That's training 
‘em,” commented a member of the Contest 
re as he examined the work of the 
club, 


IT is with mixed feelings that I report the 
splendid accomplishment of Humboldt Col- 
lege, Minneapolis, Minnesota. As I was dic- 
tating this report, word was brought to my 
desk of the passing of Mr. J. P. Peterson, 
president of the school. I only hope that the 
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announcement of their good fortune in winning 
Second Place in the Private Schools Division 
reached Mrs. Peterson in time to be shared by 
them both. Both Mr. and Mrs. Peterson have 
ly interested in the O. G. A. Con- 

tests for a long time. Many of our 
are acquainted with the expert writing style 
rf Mrs 
with the achievements of her 
lents in these events 

‘The O. G. A. Contest is now 
at high tide; and, if taken at its 
flood, will 


been active 
readers 


Peterson herself, and 


lead to 
good fortune—for wrote 
Mrs. Peterson. “It isn’t so very 
long now before contests 

Anniver- 
twenty 
College 


undoubtedly 


some,” 


these 
are entitled to a Silver 
sary It must be about 
Humboldt 


them 


< since 
first took a 
each group is a 
made up of 
people ; so, while the institution is 


hand in 
different one, and 


always it is young 


‘ ‘ 


reac n maturity, most ot the 
contestants are still infants, 
legally speaking. What we 

to offer this year is 


been in years 


have 
very much 


the same as it has 
some very good, some 
we can see the im 
provement which has taken place 
in the copies. . . . These contests 
are always helpful to the students 
who participate—and that is a 
satisfaction, no matter what the 
outcome may be!” Our congratu 
lations, tempered with sympathy 
go to Mrs. Peterson 
CLIMBING to Third Place in 
the Private Schools Division, is 
the Powell School of Business 
of Scranton, Pennsylvania. There 
have been difficult times out there 
Pennsyl- 
has not dampened 


in the mining section of 
vania, but it 
»f the students nor in- 
the skill yf the 
teachers in training artistic short 


the ardor 
tertered with 
hand writers. Out of a team of én 
39, 32 lents won the Gold Pi Se. 
for ability to turn out espe- 
circles, and 
straight their pens 
The score was 78.50. Not so bad; 

Las Cruces Union High School, 
New Mexico, with a school team of 95 stu 
dents, made a score of 93.75 and won Third 
Sixty-eight of the 


cially artistic curves, 
lines with 


Las Cruces, 


Place in this division 
students won the Gold Pin 

A team of ten students from St. Mary’s 
Academy, Alton, Iowa, under the sponsorship 
f Sister Mary Adalard, carried off the ° 


interesting 
Lambert, 
and Montreal Contest 
entries 


not so bad! 


the Paroc! 
with a f 84.50 


team won the Gold Pin 


WE wish that 
comment on all the beautiful work received 
upon the individual entries 
fifteen winners. But 


anner if 


Eight 


score 


space would permit us t 


and particularly 
of the next 

the scores speak eloquently of the 

fine work done. Fresno Technical 

School won Fourth Place; Far 

rington High School of Honolulu 

carried the Fifth-Prize 

across the Pacific to Hawaii; Al 

High School, in its 
New Mexic 
captured the Sixth-Prize Banner 
Illinois State Normal University, 
always to be reckoned 


Banner 


buquerque 


] 


glorious etting 


with in 
their 
took the Sev 
enth-Prize Banner in this divisior 
back to Illinois. Last, but not 
Kenyon High 
Kenyon, Minnesota, came off wit! 
the Eighth-Prize 


sts because of 


superbly fine notes 


least, School. 


Banner. 


in the Parochia 


LIKEWISE, 
hools Division we hi a mag 
shorthar 


la 


display 
' 
' 


ent and 
Assumption 
Quebec, 
rth- Prize 
g School 
f Mary at Sutton, Que 
train them 
ovince!) took Fifth Place 


Dame reti lof Mor 


w they d 


Lambert (Chambly) Quebe¢ 
( onestly, it looks lil a monop 
| t Sevent 


’ I} 


Place ] | in | spell Wa 
broken, 
Bang 


trio 
Roseau, 


mmer 
took 


Dietz \ 


ARGARET 
l Honolulu, 


ial School, of 


the Fourth.Place Banner in the Private Schools 


Academy, 
Business Ce 
Western School of 
lumbia, Sev 


Merril 


Division; Thornton Saco, 
rated Fifth; 


Staunton, Virginia, Sixth; 


Maine 

Dunsmore lege. of 

Commerce, Vancouver, British C 

enth; Merrill College, 
Wisconsin, Eighth 

We hadn't expected to make any more Bai 


ner awards, but the superb rec 


Commercial 


T d made by 








w 
_ 
tw 


scores of schools compelled us to award ten 
more Prize Banners in each school division, 
and an additional 100 banners for Honorable 
Mention! The teaching this year was 
truly remarkable, and could not be allowed 
to go unrewarded. In addition, there were hun- 
dreds of Honorable Mention Certificates won 
by still other schools whose teams qualified. 
4.713 students were awarded the Gold O. G. A. 


job 


Pin for superior writing skill. The shorthand 
this year was better than ever before. 

rg’ . P 

[HE notes of thousands of juniors would 


have been considered ex 


ellent even for a vet- 
twenty years ago. No won 
expect better faster 


They know they can get them 


eran writer ten or 


der businessmen and 
stenographe rs 
right out of school! Because one of the 
primary requisites of 
good stenography is the 
ability to follow. the 
dictator no matter what 
spurt of speed he at- 
tains, and to transcribe 
the notes with speed 
and accuracy, the abil- 
ity to write expert 
shorthand is naturally 
an essential part of the 
training. The better 
and more accurate the 
style of writing, the 
surer and swifter the 
reading thereof! 

The increase in the 
number of students who 
have qualified for the 
higher shorthand speed 
awards this year, many 
of them winners of 
special awards in this Contest, would convince 
any skeptic (should there be any) of the value 
of penmanship training. We are still so im 
these 
words 


with the skill developed by 
tind 
admiration of the 


pressed 
youthful 
adequately to 
work 
winning contests alone that prompts teachers 
notes; it is the 


writers that we cannot 
express oul 
done, Obviously, it isn’t the honor of 
good 
that 


Satistactory 


to tocus altention on 


good notes are 


stenographic 


recognition of the fact 
the foundation of 
skill. 

As might be imagined from the closeness 
of the scores in the school events, it was not 
too easy to cull eighteen winners for the In- 
dividuals’ prizes from the many thousands of 
There were agreements and 
while the study and scrutiny 
of notes going on. Two specimens re- 
ceived an equal number of -until Dr 
Gregg cast his. “I like the smoothness and 
of that one And First 


papers received, 
disagreements 
was 
votes 


‘inished’ style better.” 





Douglas (Wyoming) entry, the handiwork 
of George Schlechty 
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Place went to Mrs. Emma A. Ronge of Ber 


wyn, Illinois! Mrs. Ronge has been a con 
sistent contestant for the First Prize. She 
has won many awards in this and in the Ste- 
nographers’ Contests. Some of her speed 


training was acquired under the 
Miss Helen 
before that she 
wielder of the 
tions to Mrs 


direction of 
College, but 

recognized as an expert 
shorthand pen. Congratula- 
Ronge, and to all of the other 


You did 


Evans, of Gregg 


was 


a magnificent job 


young winners! 

and we hope that your success in this Con 
test will be but the first of many you will 
have in your profession, 

AS usual, we received many lovely and 


unique entries. A consultation with our pho 


tographer and engraver makes it possible fo 
to choose a few ol 
that may 
sufficiently 


included in 


us 
the collection 
reproduce 
well to be 


this magazine. We had 
a difficult time to make 
the selection, becaus« 
there were sO many 
lovely ones—but many 
of them wouldn't re- 
produce, “no matter 
what,” we were told 
Probably the most 


beautiful piece of crafts- 
manship was the love- 
ly wood container that 
brought the club from 
Douglas (Wyoming) 
High. We did suc- 


ceed in reproducing it 


Another handsome 
entry was the clul 
from Phoenix Union High School, Phoenix, 


Arizona. The reproduction cannot do justice to 


the brilliant coloring in the design of thei: 
unique Yucca-wood binder. Because we think 


you will enjoy Mrs. Coleman’s letter, we aré 


quoting it. She tell 


s you something of the 


binder. Colored reproductions of paintings 
of Arizona interspersed among the Contest 
specimens helped to brighten the entry It 


considerable student 


order for $1 


payment tor 


reflected interest 

I am enclosing a 3.70 together 
with $1.20 in examination 
fee for one hundred forty-nine papers which are also 
enclosed in an Arizona binder. This 
number includes the good and the poor penmanship 
of 100 per cent of students under my instruction 

rding to classes 
nts as seniors, as 
September 
September began 


mone y 


stickers, in 


Yucca wood 


They are divided in the folder acc 
I am classifying three of my 
they began shorthand 
‘hose who entered my 
writing early in November 

As you will see, I am mailing these Contest papers 
one week earlier This I am doing 
in self-defense, as my students want to prolong the 
period of practicing the Contest copy to the neglect 
# their other shorthand Each day 


stucde 
previous to last 


cmsses in 


than is necessary 


assignments they 
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request the opportunity to write it once more in Madison, Wisconsin, had theirs specially bound 
class, as they are sure they “can do better next time in red and gold, with the O. G. A. emblem 
If the short time we have devoted to the dril! in 


inted in gold ach ye he dents in 
preparing these papers has done nothing more, we imprinted in goid Each year t stu s 


- as lle 
have had a lot of fun and it has demonstrated to my the art departments apparently are called up 


students that getting speed in taking dictation is a on to contribute O. G. A. Contest covers 
— matter — they do not have to puzzle over This year brings bouquets from several 
ow ar maitiif shoul: © writter . ‘ " » 
. ; ' schools—a refreshing cluster of violets done 
There are some papers th it show : ow degree vf : “ 
executional skil but the notes are re ible, and we in water color 1s the cover design from Al 
are anxiously waiting to learn how the papers com bia High School, Albia, Iowa; a spray of 
pare with those from other schools spring flowers from Bethel 
This Contest has als helped t ‘ : 
(Connecticut) High; a _ rose 


thrill my students toward attempt 





wreath from Grace Business 





ng the jumy ver the sixty ar 

cemty-word bards. 5 am bepug School, Morristown, New Jer- 

that I may have even a greatet ™ + ey 

number to submit this year than | sey; and a sprig of California’s 
ave ha past blazing stars from Notre Dame 


High School of San Francisco 
An artistic folder in orange 
and brown, with the O. G. A 
encircled with forget-me-nots, 
was voted one of the best of 
the collection The students of 
St. Joseph School of Peru, I 
nois, designed this cover for 


T HE entry from St. Joseph 
Academy of Pendleton, Ore- 
gon, was voted the most beau- 
tiful of our exhibit by a por- 
trait painter who happened in 
and was intrigued by the dis 
play at the FE. C. T. A. Con 


























vention in Atlantic City. “It is their Contest club 
a professional piece of work,” And, of course, no contest 
was his comment, as he ad would be complete this year 
mired it himself, and _ later without Pinocchio 
brought some friends to see it 
We send t y judges r efforts 
aisSo he<e 
The club from the Roseau By our swift P hio express 
(Minnesota) High School slid We worked s ‘ y time 
Ve } , orm 
in on miniature snow shoes! _ a sins . 
Sturdy and well made, they Sacred Heart Commercial Sct 
were fit for the hard trek from . as v 
the Middle West! The exquisite P 
“ge : mon Tht sprinting 
cut wood design containing | 
t w 1 design cor —" the r vith a fin ub of papers fron 
Contest omes trom re Lo | 
cop x n Me We ire sorry that 
vent of the Holy Names, St ‘ ’ - 
rs would not reproduce 
Lambert, Quebec, bore the alactngite - cannot 
. } ; s e 7 0 
O. G. A. emblem in blue and Hand-painted covers from = didn” nadia ie lea 
Vv es ntries t< ol 


St. Joseph's Academy, 


gold and the maple leaf of Can- 
i Pendleton, Oregon, and I 


ada in gold. The striking co 7 
£ S ow Tonkawa U. P. §S lr is a lossal task to exam 
er on the papers from Notre ne and rat many thousand 
- y r rial hoo 
en »ecreta oy" School of > oe Ge \ specimens Your 
tr l was of lack . s+} galid iet , ‘ , ‘ 
Montreal wa f black suede with gok xaminers think. eat. ar ijream shorthand he 
tering The two-foot racing car from Gail fore they Phey nit this sracter 
a | ' , ‘ ; . ; . = 
College of Abilene, Texas, and the gaily dec wainst that é nt r ] t nd fter d 
. ; 7 td 1 , . - ‘ a a eS | all ad t ae 
ated lia er from nkawa, Okla cisions are made a e clubs go to another 
ma, made interesting additions to our Contest lesk for rating the wonder how each i 
; 1 f sch . “ola +h, smal ‘ , 1 on ’ . a ’ 
Display We wish y ul < ld see i origina going to stand where it will “place in the 
f the “Bow Wow” sent from Notre Dame Contest This isn’t a st and dried” bus 
cae m\ oft Sonthhride ec husetts } , el ' 1 : a. 
\ a let ' « I riage, Ma acnusett 1€ ess W the examiners The \ proba iv nev 
: human in hic re ' Rae SalBos , 
seems so huma is responses The folde er will attain that matter-of-fact, seeming 
was in metallic blue art paper with a fitting indifference f the surgeon or income-tax 
mtrast of rose lettering collector, 1 matte! w long they are at 
] »h ‘ ng « nte st<! 
A SNOWY white suede folder tied with red To all of the teachers and participants i: 
= a ° 
ind with the O. G \. letters imprinted mn this Contest we want t express ur appre / 
gold brought the prize-winning club from Ih ciation for your enthusiasm and interest, and 
a a — 7 > | 
ois Commercial College uur sincere congratulations upon a magnif 
A lovely orange and white folder brought cent performance Your awards testify 
the Contest entry of the students of Batavia your accomplishment. You may be mighty 


High School; Edgewood High School, of proud and happy over the results! 
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Awards Made in the Annual O. G. A. Contest 
1940 


School Prize Winners 
GRAND SCHOOL PRIZE 


Silver Loving Cup to the School and $100 to the Teachers 
Barnes School of Commerce, Denver, Colorado, Helen Linea Rosedahi and Alice Smilanich, teachers 


230 students ir eam, 221 qualifying for O.G.A. Membership, 122 for Gold Pin Score 98.50 


DIVISIONAL AWARDS 


First Place ParocuiaL ScHoots Diviston: St. Ann's Academy, 
Rawdon (Montcalm Quel ( anada Sister M 
Silver Loving Cup to the School and $25.00 to the Rose Lillian. teacher 
Teacher 21 students in team 21 qualifying for O0.G.A 
Hiew Scuoor anp Cortece Division: Hempstead Membership, 21 for Gold P Score 89.75 
High School, Hempstead, New York, Anne Silver, = 
Le slie Lewts, Mergeret ones and Wilma hnson Third Place 
teachers — 
‘77 students in team, 374 qualifying for 0.G.A aWe-Pvise nenee Se See Sule ant Srees Fountain 
Membership, 147 for Gold Pi Score 96.50 
Private Scuoots Drvision Illinois Commercial Hicn Scmoot anv Corttece Diviston: Union High 
College, Champaign, Llinois, Phebe Myers, teacher School, Las Cruces, New Mex Mrs. D. S. Rob 
65 students in team, 65 qualifying for O.G.A bins, teacher 
Membership, 56 for Gold Pin Score 89 95 students n team, 93 qualifying for O.G.A 
ParRocHIAL ScHoorts Division: Seton High School, Membership, 68 for Gold Pir Score 93.75 
Cincinnati, Ohio, Sister Miriam and Sister Alice Private Scuoots Division The Powell School ot 
Jerome, teachers Business, Scranton, Pennsylvania, Alice White and 
194 students In team, 189 qualifying for O0.G.A Margaret W. Hoffman, teachers 
Membership, 90 for Gold Pin Score 90 9 students in team 3% qualifying for O.G.A 
Membership. 32 for Gold Pts Score 78.50 
Second Place ParocuiaL Scuoors Diviston: St. Mary’s Academy 
. Alton, lowa, Sister Mary Adalard, teacher 
Second-Prize Banner to the School and Deluxe Foun- > ctefets to Gm 8 Guiiiee Oe O64 
tain Pen Desk Set to Teachers Membership, 8 for Gold Pir Score 84.50 
Hicn Scuoot anp COLLEGE agg Haverford 
Township High School, Upper Darby, Pennsylvania, Next Five Places 


Lena H. Rohrer, teacher 
Suitably Inscribed Banner to the School and a Grege 


88 students in team, 88 qualifying for O.G.A : : e 
Membership, 70 for Gold Pin. Score 95.25 Writer Fountain Pen to Teachers 
Private Scnoors Division Humboldt College Hicn Scuoot Anp Cottece Divistox Technical 


Minneapolis, Minnesota, Mrs. J. P Peterson, teache School. Fresn California. Ethel Mc rmack, teacher 


28 students in team 28 qualifying for OGA 100 students in team, 100 qualifying for O.G.A 
Membership. 2 f Gela ™ Sore 8° 50 Membership. 74 for Gold Pir Score 2.75 
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Farrington High School, Honolulu, Hawaii, Toshi 
Matsushima and Mrs. Florence D teachers 
204 students in team, 194 qualifying for 0.G.'A 
Membership. @0 for Gold Pin Seore 91.25 





Albuquerque High School, Albuquerque, New Mexico, 


Lillian M. Kieke, Florence McKnight, Mary Hart, 
and Wilma Deen, teachers 
186 students in team, 181 qualifying for O.G.A 
Membership. 77 for Gold Pin Score 87.75 
Illinois State Normal University, Normal, Illinois, 
Alta Day, Albert Fries, and Mary Webb, teachers 
183 students in team 75 qualifying for O.G.A 
Membership, 90 for Gold Pin Seore 87.25 
Kenyon High School, Kenyon, Minnesota, Gertrude 
Schultz, teacher 
1? students in team 17 qualifying for O.G.A 
Membershit 1 for Gold Pin Score 86.50 
Privat Scnoots Division Margaret Dietz Com 
mer Scho Honolulu, Hawaii, A. Margeret 
Dietz, Virginia B. Bate, and Evelyn Zimmer, teachers 
82 students ts team 81 qualifying for O.G.A 
Members i f Gold Pin Score 7 
Thornton Academy, Sa Maine, Melba E. Ramsdeil, 
teacher 
28 students in team 28 qualifying for 0O.G.A. 
Membershifr 16 for Gold Pir Seore 77.75 
Dunsmore Business College, Staunton, Virginia, Miss 
Ray Bishop, teacher 
54 students in team 54 qualifying for 0O.G.A. 
Membership. 21 for Gold Pin Score 75 
Western School of Commerce, Vancouver, B.¢ ~@ 
Canada, Blanche La Bossiere, teacher 
14. students in team 14 qualifying for O0.G.A 
Membership } for Gold Pin Score 72.75 
Merrill Commercial College, Merrill, Wisconsin, 
Mrs. ¢ } Noble, teacher 
17 students in team, 17 qualifying for O.G.A 
Membership, 10 for Gold Pin Score 72.50 
PaRocn! Scuoots Division: Assumption Academy, 
et, Quebec Canada, Sister jones du Sauveur, 
teache 
29 students in team, 29 qualifying for O.G.A 
Membershit 23 for Gold Pin Score 82.50 
Presentation of Mary School, Sutton, Quebec, Can- 
ada, Sister Mary St. Rodolphe, teacher 
10 students t team 10 qualifying for O.G.A 
Membershir 8 for Gold Pin Score 82 
Notre Dame Secretarial School, Montreal, Quebec, 
Canada, Sister St. Mary of Sion, teacher 
58 students in team 58 qualifying for O.G.A. 
Membership 0 for Gold Pir Score 81.75 
Convent of the Holy Names, St. Lambert (Chambly) 
Quebec, Canada, Sister M. Delia mise, teacher 
17 students in team 17 qualifying for O.G.A 
Membershiy ll for Gold Pin Score 81.50 
Assumption College, Bangkok, Thailand, Brother 
Rogatien, Brother Aloysius and J. M. Boon Yuen, 
teachers 
48 students in team, 48 qualifying for O.G.A 
Membershit 29 for Gold Ptr Seore 81.25 


Next Ten Banner Schools 


Gold and Enamel O.G.A. Pin to the Teachers 
Hicn Scno snp Corirece Diviston: San Jose 
State ( ege, Sat we, California, Guy G. George, 

ach Score 84 
Tigard High School, Tigard, Oregon, Nellie E. El- 
wert, teacher Score 84.25 


i High School, South Portland, Maine, 
Rut f MeL l 


lan, teacher Seore 81 


Honorable-Mention Banner Clubs 






Lancester High School, Lancaster, Missouri, Elsie Deutsch 
manr teacher. Score 76.50 

Chine High School Chin California Wilma Appleton 
Horner, teacher Score 76.25 

American Academy, Larnaca, Cyprus, Sydney Bell, teacher 
Seore 75.25 

Pomena High School and Junior College Pomona, Cal 
ifornia, Olive Pearl Clark and Helen T. Day, teachers 
Score 74.50 

Saint Ann's Academy, Marlboro, Massachusetts, Sister M 
Bugene de Jesus, teacher Seore 74.50 


Phoenix Union High School, Phoenix, Arizon 


W. Coleman, teacher. Score 80.5 
Dracut High School, Dracut, Massachusetts, 
M. Dosois, teacher Score 79.75 


Coldwater High School, 


Kempster, teacher. Score 8 
South St. Paul High School, South St. Pau 
sota, Marie Mahaffy and Helen Hoover, 


Score 78.50 


Maquoketa High School, Maquoketa, Iowa, E 

Lonergan, teacher Score 77 

Huron High School, Huron, South Dakota 

Briscoe, teacher Score 76.7 

Converse County High School, Douglas, W 
F. Williems, teacher Score 76.75 





Patvate Scxoots Drvision Kansas City 
ot Commerce . sas City Missouri her 
Tucker, Dorothy K. Hoyt, Martha C. Haw 
Wiliam Lynch, teachers. Score 71.50 


LeRoy Business College, Westmount, 


Coldwater, Michigan, 


$15 


a, Sadve 
Jeanne 
( arrive 


M 


} 


teacher 
iMeabeth 
. Leura 
yoming 
College 


mas 
win at 


Quebec, Car 


uda, Mas /f LeRoy, teacher Score 

Churchman Business College, Easton, Pennsylvania 
Viola Hopkins, Nettie FE. Pettit, Frank J. Wai 
liams, and Philp Frankmorse teachers Score 
Beacom College, Wilmingtor Delaware Anne B 
Wright and Elizabeth Parker, teachers Score 69.2 


Col 
teacher Sx 


P ortiar i, 


we 69.25 


Gray's Business 
} faskeil, 


Kingdon Commercial ( 


exe, 


Maine, Maude S 


llege for Girls, Newcastle 


Stafis, England, Elisabeth Kingdon, teacher. Score ¢ 
Hill College, Woonsocket, Rhode Island, Mavyhe 

J Geer, teacher Score 67 

Keating Secretarial College, Spokane, Washingtor 
Martha C. Hubberd, teacher. Score 6 

Morse College, Hartford, Connecticut, Orton Ff 
Beach, Luana W. Sexton at Margaret M. Barr 
teachers Score 65.50 

The Fisher School, Somerville, Massachusetts, /: 
B. Whiting, teacher Score ¢ 

Parocniat Scnoois Division: Villa Anna, Lachine 
Quebec, Canada Sister Var Me airis teache 
Score 80.50 

Saint Louis Academy, Lowel Massachusetts, Sister 
St. Jean du enacle and Sister Marie-d Victoire 
teachers Score & 

St Tohn Cathedra High School, Milwaukee, W 
msin, Sister Mf Florentine, teacher » c 79.7 
Holy Angels’ Academy, St. Jerome, Quebec, Canada 
Sister Marie-Dor la f the Sacred Heart and Sis 

ter Marie-Ann-Julia, teachers Score 79.25 

Notre Dame Academy South ge Massachusetts 
Sister Helene-du-Cructfia ar ter Eu stelle-de 
l’Eucheristie, teachers Score 78 

Saint losept High School, Irontot Ohio, Sister 
Mary Marguerite, teacher Score 77 

Our Lady of the Sacred Heart ( t, Ottawa 

Ontario, { i, sister St C etestin teache 

Score 76.75 

St. Mary's Academy, Haileybury, Ontario, Canada 
Sister Gerard-du-Redempteur, teacher Score 76 

Edgewood High School and Ju r College, Madi« 

Wisconsir Sister M Alexius, t ne core J 
Notre Dame School, North Adams, Massachusetts 
Sister M. Edmond, teacher. Score 75.25 

SS. Peter and Pau! School, Ottawa, Ohio, Sister M 
{della, teacher Score 75.25 


All Divisions 


High Schoo Centralia Wael ‘ T 
teacher Score 74.25 

St. John High School, Delphos, OF Ss r Mary 
teacher Score 74 

Oklahoma ‘Agricultural and Mecha : ( ege 8 


Oklahoma, W Rude and Ruth ‘{ Ww ames 


Score 7 


Walnut High School, Ashville. Ohio, Essa Willisor 
Score 73 

St Mary's Academy Cristobal Car Zone 
Georgina. teacher Beore 72 


Paterna 


tillwater 


teachers 


teacher 


Sister M 




















Grand Prize Winner, BARNES COMMERCIAL COLLEGE , 
Denver, Colorado g' 


PRIVATE SCHOOLS DIVISION lst Place 
ILLINOIS COMMERCIAL COLLEGE, CHAMPAIGN, ILLINOIS 


























PAROCHIAL SCHOOLS DIVISION lst Place, SET 


























HEMPSTEAD, NEW YORK 


HEMPSTEAD HIGH SCHOOL, 


ce, 























HIGH SCHOOL, CINCINNATI, OHIO 








Jesus-Mary Academy Fall River Massachusetts M st 
Hilda, teacher Score 72.25 
Senior High School, Ames, Iowa 

Seore 72.25 
Township High School 
teacher. Score 72.25 
University Preparatory School and Junior College, Tonkawa 
Oklahoma. Olga Scott Morse, teacher. Seore 72.25 
Immaculate Conception Commercial School, Bronx, New York 
Sister Josita and Sister Veronica, teachers Score 72 
Saint Angela's Academy Montreal. Quebec, Caneda 
Marie-Perpetue, and Sister Marie Syivio, teachers Score 


Madalene Canvin, teacher 


Divernor Illinois, Eunice Bunney, 


Sister 


Pendleton, Oregon, Sister Mary Bar 


naba, teacher. Score 72 

St. Joseph's High School, Lowell, Massachusetts 
des Lys, teacher Seore 72 

Hazel Park High School 


St. Joseph Academy 


Sister Jean 


Hazel Park, Michigan, Eleanor 
Thomas, teacher Seore 71.25 

St. Joseph High School, Wapakoneta, Ohio 
Gervase, teacher. Score 71.25 

St. Patrick’s Hich School, Watertown, Massachusetts, Sister 
M. Clare, teacher Score 71.25 

Hich School, Marysville 
Score 71 

Acawam High School 
Belyea and Miriam H 

Grace Business School, Morristown, New Jersey 


Sister Mary 


Kansa Irene Creager, teacher 
Massachusetts, Gertrude M 
teachers. Score 71 

Sister M 


Agawam 


Staples 


Divine Compassion, teacher Seore 70.50 
St. Stanislaus High School, Milwaukee 
M. Sebastian, teacher Seore 70.50 
High School Minneota Minnesota L. W Allen 
Score 70.50 

Queen of Peace High School, North Arlington, New Jersey, 
Sister Catharine Anita, teacher Seore 70.25 

Weequahic High School Newark New Jersey, Elizabeth 
Baker, Lena Steinholtz, and Alice Koby, teachers Score 
70.25 

Collier High School, Wickatunk New Jersey 
of St. Gertrude, teacher. Score 70 
High School, Manchester, lowa, Mae M 
Score 70 

Leilehua High School. Wahiawa, Oahu 
Mackenzie, teacher. Score 69.75 

State Teachers College Bloomsburg 
guerite Murphy, teacher. Score 69.75 

High School, Selby, South Dakota, Earl A. Smith 
Score 69.50 

High School 
Score 69.50 

St. Augustine High School, Chicago, Illinois 
Elfrida, Sister M. Genevieve, and Sister M 


Wisconsin, Sister 


teacher 


Sister Mary 


Hanlon. teacher 


Hawali, Winifred 


Pennsylvania Mar- 
teacher 


Ecorse, Michigan, Carl H. Peterson, teacher 
Sister M 
Regis, teach 
ers Seore 69.50 
Waimea High and Elementary School, Waimea 
wali, Lily A. Tyau, teacher Seore 68.75 
St. Peter's School, Maine, Sister Marie Aline, 
teacher Score 68.75 
High School, Pipestone 
Seore 68.75 
High School 
Score 68.75 
St. Joseph's Academy. Roxbury, Massachusetts, Sister M 
Avelline and Sister Teresa Margaret, teachers. Score 68.50 
Hawali, Zipporah Burns 


Kauai, Ha 
Lew istor 


Minnesota, Margaret Lowe, teacher 


Huntley I!!tinois, Hannah Martin, teacher 


Kauai High School, Lihue, Kauai 
Douglas, teacher Score 68 
Alvernia Uligh School, Chicago, Illinois, Sister M 
and Sister M. Gerard. teachers. Score 68 

Notre Dame High School, San Francisco, California, Sister 
A. Miriam, teacher Score 68 

High School, Linden, New Jersey, Viola McBride 
Seore 67.75 

St Paul's School 
teacher Score 67.50 

Rural High School, McCune 
teacher Score 67.50 

Township High School, Westville 
teacher. Score 67.50 

St. Mary's School Melrose, 
Margaret, teacher Score 67.50 

Notre Dame Convent, Bourbonnais, Illinois. Sister St. Agnes, 
teacher. Score 67.50 

Kohala High and Grammar School 
Lum, teacher Score 67.50 

Sacred Heart Commercial School, Columbus, Ohio. Sister M 
Leonard and Sister M. Angelice. teachers Score 67.50 

High School, Canoga Park. California, Rose V. McGonigle 
teacher, Score 67.25 

High Sehool, Minster. Ohio, Sister Mary Palma 
Score 67.25 


Clemens 


teacher 


Marion Indiana, Sister M Johanna 


Kansas, Beatrice Turkey 
Illinois, Josephine Redulis 
Massachusetts, Mother Mary 


Kohala, Hawaii, Lillian 


teacher 
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Newport Harbor Union High Sect Newport Beact 
ifornia, Leonard L. Thompsor teacher Seore 66.75 
High School, Sturgis, Michigan, Idah F. Willison, teacher 
Score 66 

Evanston Township High Scho 
Hunt Beardsley. teacher Score 6 

College of Notre Dame, Belmont, California 
Julie, teacher Score 66 

Union High School. Orange , Mart! Z. hmitt 
teacher Score 66 

Ottawa Hills High School, Grar pids 
Barnaby. teacher Seore 65.75 

Weaver High School, Hartford 
man, teacher Score 65.50 

College of St. Benedict, St. J Minnesota 
Jane, teacher. Score 65.25 

Union High School, Milton Junctior 
Agnew, teacher Seore 65.25 

Leuzinger High School, Laundale 
T’aull, teacher Score 
High School Ray Arim 
Seore 65.25 

MeIntosh School. Lawrence 
teacher Seore 65 

High School Garfield New 
teacher. Score 65 

High School, Cheney, Washir Lottle 
Seore 65 

St. Mary School, Bay City. Mict 
teacher Score 65 

High School, Algood 
teacher Score 65 

Central School, Averill Park, New wrk, 
land, teacher Score 64.75 

St. Ann's Commercial School Buffalo, New York 
Mary Carola, Sister M. Anselma. and Sister M 
teachers Seore 64.75 

Weyburn School of 
Canada, Hilda F. Blackwell 

Presentation of Mary, Sweetsburg 
M. Saint Paul of Rome, teacher 

Community High School Altamont, 
Haag, teacher Seore 64.50 

High School Indianola Oklahoma 
Seore 64.25 

Durfee High School, Fall River. Massachusetts, Katherine 
L. Hogan, Margaret Lowney, Rose EB. McHale, and Almire 
Graham, teachers Seore 64.25 

Holy Angels’ Convent, Rouyn, Quebe 
Rodolphe, teacher Seore 64 

Cape Cod Secretarial School, LIlyannis 
A. Darrow, teacher. Score 64 

Senior High School, Mansfield 
Olsen, teacher Seore 64 

High School, Carroliton, Miss 
Score 64 

St. Peter's Commercial High School, Newark 
Sister Mary Carmella. teacher Score 64 

St. Peter's High School, Mansfield, Ohio, Sister Mary Alicia 
and Sister Edward Marie, teachers Score 64 

High School, Bellevue Washington Rena Akin, 
Score 64 

Notre Dame des Victoires School, San Franciaecc 
Sister M. Emmaline. teacher. Score 63.7 

High School, White Plains, New York 
teacher Seore 63.50 

High School, Erie, ( 
Seore 63.25 

Sacred Heart High Scho P n Sister 


Score 63.25 


Evanston, DTllinois. Rutheda 


Sister Miriam 


Michigan. Zora I 
Connect t. Ledia M. Chap 
Sister M 
W isconsir Ruby 
California Edna M 
M Freasier, teacher 
Mass etts. Helen M_ Berry 
Teresa M Bone! ti 
Mason, teacher 
Sister Mary Fides 
Tennessee Mildred E. Maggart 
Dorothy H. Eng 


Sister 


Norbert 


Weyburn Saskatchewar 
Score 64.75 
Quebec, Canada, Sister 
Score 64.50 
Illinots, 


Commerce 
teacher 
Bverett 


Jessie Guy teacher 


Canada, Sister St 
Massachusetts, Miriam 
Massachusetts, Gertrude F 
teacher 


Verna L. Leech 


New Jersey 


teacher 


alifornia 


Macleline c. Hitz 


Davis 


teacher 
St. Joseph Academy, Ch 

nunciata, teacher Score 
York Township School, Clyce 

Score 63.25 
St. Mary’s High School, St. Albans 


eacher Score f 


Vermont 
Margaret Maureen, 
Bethesda-Chevy Chase High 
Lillian G. Moore 
Township High School, Mt 
Reavy 2.7 


School Bethesda 

teacher. Score 6 

Pulaski 

teacher Score 62 

High School, Hammcnd. Indiana, Perle Marie Parvis, Mar 
Speelman, and R. C. Dewalt, teachers Score 62.75 

Holy Rosary Commercial High School. Rochester. New Hamp 
shire, Sister M. of St Joseph - Armand 
62.75 

University of Oklahoma 
teacher. Score 62.75 
Junior College. Fullerton, (California 
Seore 62.50 


teacher Score 
Norman, Oklahoma, E. E. Hatfield 


Freda Schmale, teacher 
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2nd Place, HAVERFORD TOWNSHIP 
HIGH SCHOOL, UPPER DARBY 
PENNSYLVANIA 














lth Place, FRESNO TECHNICAL 
SCHOOL, FRESNO, CALIFORNIA 
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Sth Place, FARRINGTON HI GH SCHOOL, HONOLULU, HAWAII 
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High 
Score 

Hig! Schuc r ity le 
Score 62.50 


Schuoi 


62.50 


Wethersfeid 


Wallace County 
Kansas, Mary 
Rooseve High 


teacher Ss 


Community 
Morgar 


School 


teacher 


Conpecticul 


High 


Wyandotte 


Aone Welsul, teacher 


wa, Ruth Corbin, teacher 


School, Sharon 


Score 62.50 


Springs 


Michigan, Wanda Walker 


521 


Higt Matthes 
teacher 

St. Patrick's 

Mary 


School f ( 


Schoo North Bend Oregor 
Score 62.50 
Islands 


Freder ikste Virgin 


Schoc 


Sister Leona 
High 
Jacqueline Li 
Edith Hafer 
Roosevelt Hig 
teacher hr 


eache 
mime e 
rha Be 
tea: her 


Scho 


tian 


More Honorable Mention Clubs — All Divisions 


Gold Seal Honorable Mention Certificates to the 


‘ 


Arkansas 
Fort 


lrew 


a Academy 


ster Mary Ar 


District 


A. ademy Jones 
r Mary Patricis 


California 


Brea-Olinda Unio: 
School, UB Mrs 
Helmick, teacher 

High Scho M 

Mrs Enma M 


High 
ca Beatrice 
Tamalpais 
Va e) 
Taylor 
Union 
Mr 


teac he 


Sanger 
Henders 


Higt 
Sister Ann 


Schoo! 
Ler 

her 
High Sc hoc Santa Cruz 
teacher 
Sutter, 


teacher 


Grace I 
liig 
Margaret 


Sherman 
School 


Alban, 


Union 


Canada 


High 
\iberta 


Vincent's 


Imonton 


Schvuol 
P. J 
teacher 
Bernard 
Nova Scotia, 


Mary Donald, 


Cllr 

College 
igonish 

Sister St 


teacher 


Canal Zone 


is Studios, Balboa 
Sister M. Frida and Sister 
M. Stanislaus, teachers 


Colorado 


wol, Sterling, 
Dempsey 
y High Schau 
Sister 
teacher 


teacher 


nidad 


ores 


Magdaler 


Connecticut 


Hix School 
Lanne 
High 
Eleanor G 
Kathryn Byrne, teachers 

High School, Hartford, Rove 
M. Conway and Hasel M 
Creamer, teachers 

St Mary's Con 
School, Hartford 
Mary Jerome. teacher 

Lyman Memoria! High School 
Lebanon, Freda B. Kanter 


Danbury Bu 
teacher 
East Hartford 


Connors and 


Sadlon 


School 


mercial 


Sister 


teacher 
Moody Secretaria! 
Britain, Cecilia A 
teacher 
iligh School 
Josephine 


New 
Rogers 


School 


Thomaston, 
Pettinico, teacher 


High 


t j Sister St 


Water 
Mary of 


atholic School 


teacher 


of Columbia 


High 
Lucy 


Wash 
teacher 


tern School 


ingtor 


ha 


Weese 


Florida 


Beact High 
Palm Beach 
teacher 


Schoo! 
Fay 


Palm 
West 
Hamor 


Illinois 


Si hool Batatia Miss 
8. Schumann, teacher 
Our Lady Chi 


Mary Lamberta 


emy f 
Sister 
er 
Higt 

ter M Pancratius af 

Mary < 


School, Chicas 


Sister ementie 
teachers 

Martis 
School, Ch 
Th 


Drummer T 


Saint Commercial 


ago, Sister M 
masella, teacher 
High 
City 
Leacher 


woship 
School Gibson 
Adelaide Green 
High Selo 
Laura 

sey, tea 
High School 
D. Webb 


School 


Monmouth 
Arends and Jd 
hers 

Nor 


teacher 


ity 
Mary 
ep 
Sister M Adeline 
rownship Higt 


niver 
mal 

St J« Peru 

teacher 
Rol 


and 


School 
: Aller 
Mr it “less Codding 
Higt 
Sister M 


School 


Rock 


Carmel 


Nellie 


Louis 


u nity High 
West Frankfort 

Francis, Maxine 

and V 
teachers 


an uU 
- Tucker 
Wade 


nnie 


Indiana 


. Mant Se ho« 
Brown 
teachers 
Higt 
ster M 


Gary 


Julia ¢ ami Tresss 


Sharpe 
utholle Central Schoo! 


Hammond. 8 


Ivar 
eacher 

olle High 
Bem! Sister M 
and Sister 


South 
Eugenia 
teachers 
Tipton 

Mary 


School 


Teresa 
Academy 
Margaret 


St Joseph's 
Sister 


eacher 


Schools 


lowa 


High School Albia 
W. Follman 
Bayless 
Dubuque, F) 
eacher 
St. Rose 
ibuque, Sister M 
teacher 
Kar 


teacher 


teacher 


Business 


School 


arce 
High School 
Winter 
High Scho effer 
Veatch 
Higt 
Lewis W 
Hig! Sct 
My 


Sc tox 


Kansas 


High School, Salina, Florence 


McCall teacher 

High School, Topeka Rida 
Duckwall Mrs Lucile A 
Ely, and H. D. Shotwe 
teachers 


Maryland 


st Michael's Commercial 
High School, Baltimore 
Sister M. Salesia, teacher 
Strayer College Baltimore 
Katherine Marie Snyder 
teacher 
St Joseph's Higt 
Emmiteburg. Rose H 


rison, teacher 


Massachusetts 


Hig! Se hoe Bourne Kk 
D. Marr 
Evening School. Quincy 
Edith Follett, teacher 
Holy Trinity High Seb 
Roxbury, Sister M. Theresa 
‘ re tea 
Mission Church 
Roxbury 
Fridian, teacher 
Hig! 
E. Hawke 
Union ¢ 
Ancasier, I 


Mississippi 


teacher st Gulf 


Mr I le ea 


Missouri 


her 


A iphor 


sus 
High Schoc 
Mary 


Sister 


School s ale Rut! 


tea: her 
ther.ti llege 
ene 


Evans eacher 


teacher 
Jose pt Case H 
Swansea. Laura Montana 
teacher 
High " ' Belt 
Walthan Belt, 
Xavier tea: her 
Ascension High oh Powell County 
Worcester, Si Deer 


haver 
Valley Higt Sct 
Ethel L. Matsor 


= Mary's 
Girls 
Francis 
High Set 
Lodge. Jessica & 
leacher teacher 


Cletus *co 











Nebraska 


St. Agnes Academy, 
Sister M Edmond 
Sister M. Winifred, 
teachers 

High School, 
Fook, teacher 


Alliance, 
and 


Norfolk, Jean 


New Hampshire 


High School, Man 
Sister Mary of St 
teacher 


St. George 
chester, 
Claude 


New Jersey 


St. Dominie Academy, Jersey 
City, Sister M. Alma and 
Sister M. Leonarda, 
teachers 

Saint Paul of the Cross 
School, Jersey City, Sister 
Catherine Perpetua and 
Sister Helen Mary, teachers 

w Cc A Secretarial 
School, Newark, Mra. Jean 
nette Gommo, teacher 


New Mexico 
Heart High 
Gallup Sister M 
frieda, teacher 

High School, Santa 
Sister M. Theodota, 


New York 


St Joseph School 
Sister M. Leocadia of Jesus, 
teacher 

High School, Cortland, 
K. Johnson, teacher 

High School, Hicksrille, 
Charlotte C. Claus, teacher 


School, 
Kthe! 


Sacred 


Cruz, 
teacher 


(‘ohoes, 


Arileeta 


North Dakota 


Bismarck 
Ealick, 
High School 
Sister M 


Mrs 
teacher 
New 
Kitt 


High Sehool, 
Juanita J 
St. Mary's 
England 
teacher 


Ohio 


st. Xavier Commercial Sebool, 
Cincinnati, Sister Anne 
Mary, teacher 

Holy Angels School, Sidney, 
Sister Helen Paul, teacher 

(Central High School. Xenia, 

Beal, teacher 


Gladys 


Oregon 


st Kose Industrial School 
l’ortiand, Sister Mary of St 


Anne, teacher 


Pennsylvania 


School for 
Altoona, 


Secretaries, 

Nellie Lu Eaton, 
teacher 

College Misericordia, Dalias, 
Sister M. Germaine, teacher 
St. Adrian High School, De 
Lancey, Sister M. Francis 
de Sales, teacher 

Bible College, 

Verna I. Crouch, 


Messiah 
Orantham, 
teacher 

Lebanon College, 

Heil 


Business 
Lebanon, Emma P 
brun, teacher 

Iligh School, Mechanicsburg, 
K. Kera Bucher and Dorothy 
E. Hamilton, teachers 

john W. Hallahan High 
School, Philadelphia, Sister 

Sister Alice Cecilia, 

Alice Patrice, Sister 
Carmelita, Sister Fidelma, 
Sister Francis Clare, Sister 
Jeanette Clare, Sister Leona 
Sister Rita Gertrude, and 
Sister Rose, teachers 

Springfield High School, 
Philadelphia, Mra. Cath 
arine J. Thompson, teacher 
University, Philadel- 

Mabel M. Leidy, 


Areta 
Sister 


Temple 
phia 
teacher 

Vrances 
School, 
Frances 


Butier’s Private 
Pleasantville, Mrs 
Butier, teacher 


Tue Crarece Warrer, June. 


High School, Pottstown, Dor 
othy Yohn, teacher 

G. A. BR. Memorial High 
Schoo!, Wilkes-Barre, Mar 


garet M. Ritchie, teacher 


Philippine Islands 


Visayan Vocational Academy 
lloilo City, Mrs 


A. Tabobo, teacher 


Generosa 


Rhode Island 


st Patrick's High 
Providence, Sister Mary Fi- 
delis, teacher 


School 


South Dakota 


School 

Haynes, teache 

College of Com 
merce, Huron, Nora V 
Hanson, teacher 

High School, Lead, Nina 5. 
Nation, teacher 

Central High School, Madi- 
son, J. BR. Rayl, teacher 

Washington High School, 
Sioux Falls, Fidelis Walter, 
teacher 

High School 
M. Bohl, 


High Canton, Vir 


ginia 8 
Northwest 


Tyndall 
teacher 


Adeline 


Texas 


Gail College, Abilene, Dr. J 
iryce Sardiga, teacher 
High School, Kingsville, 
Marion Bland, teacher 


Mrs 


Vermont 


Academy, Swan 


Wilfrid, 


St Anne's 
ton, Sister St 
teacher 


Virginia 


Iligh School, Falmouth, Rubie 


Lee Johnson, teacher 


Red Seal Honorable Mention Certificates to the 


Arkansas 


Hligh Sehool 
William B 
teacher 


Pine Bluff 
Burnham 


California 


Schoo! K) 
Taylor, 


High 
Emma L 


Union 
Monte 
teacher 

Belmont High School 
Angeles, Pauline E 
ring, teacher 


Canada 


Commerce, 
Miss 


Los 
Her 


Clinton 
F. Ward, 


School of 
Ontario 
teacher 


District of Columbia 
Junior Senior High 
Washington, 
King, teacher 


Anacostia 
Schoo! 
Grace 


Illinois 


High 
Sister M 


st Mary Central 
School, Carlyle 
Fernanda, teacher 
Township High School, 
Carmi, Kendrie Bangs, 
teacher 

Josephinum High School, Chi 
cago, Sister M. Dionysia 
teacher 


Sehool 
Luella, 


st Rarbara High 
(Chicago, Sister M 
teacher 
St Gabriel School, 
Sister Mary 
teacher 
St I’ ilomena 
High Sehool, Chicago, 
Sister M. Hermenegild and 
Sister M. Rosalita, teachers 
School of St Thomas the 
Apostle, Chicago, Sister 
M. Fides, teacher 
Ilurter-Stamford Township 
High S&heool, Flora, Mrs 
May A. Gibson, teacher 
Aquin High School, Freeport. 
Sister M. Agnesene, teacher 
High School, Fulton, Mil 
dred Reed, teacher 
Gallagher School of Business 
Kankakee, Brease Heiser 
and L. Groves, teachers 
Township Hich School, Law 
renceville, Mildred Thomp 
son, teacher 
Trinity High School, 
Forest, Sister M 
teacher 
Ifich School 
J Fisher 


Chicage 
Berchmans 


Commercial 


River 
Huberia 
Urbana, Sarah 
teacher 


Indiana 
st Agnes Academy 


annapolis, Sister Edit 
Clare, teacher 


Indi 
h 


lowa 


Institute of 
Business, Des Moines. Mrs 
Louise Carison, and L. W 
Julander, teachers 


American 


Kansas 


High School, Garden City 
Jua Wagoner, tea her 
High School, Concordia, Miss 

K. Crittenden, teacher 


Kentucky 


Ursuline ‘Academy, Loulsville 
Sister M. Ethelreda, and 
Sister Marylin, teachers 


Maine 


Bliss College, 
ma & & 
teacher 

Northeastern Business Col 
lege, Portland, Ruth I 
Coz and Sadie E 
teachers 


Massachusetts 


High School, Gloucester 
Marion F. Woodruff 
teacher 


Lewiston, 
Haynes. 


Washington 
High School, Granite 
Ines Easton, teacher 
South Kitsap Union High 
School, Port Orchard, Mar 
garet B. Stillings, teacher 
Senior High School, Port 
Townsend, Emma Pringle 
teacher 
Highline High School, Seattle 
Lyle Daverin, teacher 
Senior High School, Van 
couver, Rosa OG Webber 
teacher 


Falls 


West Virginia 
West Virginia Business (Co! 
lege, Clarksburg, Mrs. Eliz 
abeth F. Nolan, teacher 
Wisconsin 
McDonell 
School, 
Sister 


Memorial High 
Chippewa Falls 
Mary Dorita, teacher 
St. Mary's Spring Academy 
Fond du Lac, Sister M 
Giovanni, teacher 
High School, Kohler, 
Schultz, teacher 
Mercy High &hool Milwaeu 
kee, Sister Mary Isabel 
Sister M. Winifred 
teachers 
St. Mary's 
Sister 


Kermit 


and 


Academy, Milwau 
Mary Amadeus 


Rosemary, 


Kee 
ana Sister 
teachers 
House of the Good Shepherd 
Wauwatosa, Sister Mary of 

St. Andrew, teacher 


Wyoming 

High School, 

Goth, teacher 
High School 

Doris M 


Powell, Frances 


Rock 
Capen, 


Springs 
teacher 


Foreign 
High 
ns, Antigua British 
t Incies Mother Mary 


Firmin, teacher 


S: hoo! Ss 


Schools 


High 
Hazel 


Kedward F. Searles 
School. Methuen, 
Whitehead, teacher 

Iligh School West New 
bury. Ann T. Forys, teacher 

High School, Winchester 
Mary L. Hudelson and 
Florence White, teachers 


Michigan 


Schoo! Lau 
rium Mary Annun 
tlata and Sister Mary Cas 
silda, teachers 

High School. Ontonagon 
Nine Lee Shaw. teacher 


Heart 
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Sacred 
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High School, Glencoe, Ardis 
Elser teacher 
High School, Roseau, 
Kiekenapp. teacher 
St Joseph's Academy, 
Paul, Dorothy Helmer 
Maureen Tierney, and 
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Academy 
Sister 
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Kansas (City 
Marie, teacher 

Southeast High 
Kansas City, 
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Marie Crow 
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@nd Place, ST. ANN'S ACADEMY 
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7th Place, CONVENT OF THE HOLY 
NAMES, ST. LAMBERT, QUEBE 
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i A Secretaria 
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Sc hox Emmerling. teacher 
Business 
Lockport, Sister 


‘entra High 
Sister Ann Jear Joseph's 
teacher 


School, Conrad, Ruby Marie Frances, teacher 
: Alphonsus Commerciai 
High Schoo New York 


teacher Sa 


; ‘ \ > 
Nevada , fary Carmel 
hool Las Vegas Ohio 


Copenhaver teache 
New Jersey Wass 


ol Asbu Maryn 
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Sister Elise 


Oklahoma 
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_ "bGnes M. Jones, teacher 


teacher Penn sy lvania 
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y fs ‘ 4 ive Business College 
ia Evely Tid Va er Mrs E 
Mrs. Laural 
u teachers 
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June Test Material 


[All clubs of test papers should be accompanied by a typewritten list of sames to expedite checking 


and insure accuracy in making out 


certificates. June 


copy is good as membership tests until 


September 25, 1940) 


Instructions for Preparing Tests 


(1) Use clean type (2) De not erase, or strike 


over 


letters; typographical errors are not permitted 


(3) Indent paragraphs either five or ten spaces, but keep them uniform throughout the test. A lesser number 
than five spaces or a greater number than five, unless it be ten, should not be used. (4) Double spece always 


between paragraphs, whether it be on single-spaced matter or double-spaced, but do not use more 
tabulated work in the Senior test 
Tests should be 


Type a proper heading or caption on any 
clear and understandable, but brief. 


spaces. (5) 


Senior O. A. T. Test 


Imagine that you are secretary to the Personnel 
Manager of a large firm and that one of your duties 
is to arrange material which he gives you each month 
for a bulletin. This month he wants to use the fol- 
lowing excerpt from Harold Whitehead’s “‘Your Job,” 
and you conceive the idea of making this up in the 
form of an attractive booklet for your boss's ap- 
proval. All of the work must be done on the type- 
writer, including the cover design. It may be the 
first time your employer has seen “typewritten art,” 
so do the best job of which you are capable! 


asked 
“At a gen 


ibout 20 per 


A manufacturer was once how 
many people worked for him. 
should Say 


erous estimate | 


cent,” was his whimsical reply. 
The trouble with many folks is that they 
work for themselves. That’s all right so far 
as it goes, but such folks mustn’t be sur- 
prised if their boss works for himself also. 
The right idea is to work with others for 
mutual interests. If workers will keep the 
ideal of find 
pay envelope will fatten without 
their part. That 
afford to 
opportunities to get ahead, but that we are 


, 
service before them they will 


that the 


undue pressure on does 


not mean that we Can neglect 


not able to take advantage of opportunities 


unless our record is good. 


\ young man once recounted to me a 


clever stunt he did for his firm. “But 
what's the use?” he complained bitterly. 
“They hardly said “Thank you,’ let alone 


gave me more money.” 
“How long ago was that?” I inquired. 
“About six months, perhaps longer.” 
“What other good things have you done 

since then, besides the regular work of your 

department ?” 
“Nothing. Why should I? They 


pay me for doing anything extra,” 


don't 
was his 
defensive reply. 

“Listen, son,” was the answer he re- 
ceived. “No 
good thing. 
What the 


stability. 


doing one 
ability. 
much is 


one gets ahead by 


That 


needs 


merely shows 
just as 


that 


boss 


You must show you can 


than two 
The wording must be 
punctuated 


properly 
keep up a high level of performance before 
you can expect to be advanced. 

“Here’s another way of putting it. Your 


job is a drawer in which you are placed 
At first you don’t fill it, but after a time 
you do. Now, if you just fill the drawer 


> 


and no more, it will slide easily, won't it 


Very well, you just fill the job, but nothing 


else. There's no reason why you should 
be taken out of it and put in a bigger one 
which you have demonstrated you cannot 
yet fill. 

“Do more than your job calls for, then 


you'll more than fill the drawer. The boss 


will then say This fellow is more than fill 


job. I'll 


bigger one.’ 


ing that have to put him into a 


“In a word, you must demonstrate your 


ability and stability before you can hope 


to be allowed to use them to capacity 
“Sounds a bit like preaching, doesn’t it? 
Nevertheless it’s true, and you'll be wise 


to use the 


only sure way to success 

Here is a story that emphasizes my point 
He had 
more freckles than were ever contained on 
had the 


tip-tilted nose, and a pair of blue 


Jim was a little bit of a chap. 


any other human face. He most 
impudent, 
that 


eyes forever sought mischief. He got 


a job with a real estate and insurance con- 
cern. It did a business of many, many mil 
lions a year, and was controlled by a clever 
man, blunt, sharp, but just with every one. 
Jim, in his sublime ignorance, walked right 


into the big boss's office and said: 


“Will yer g-g-gimme a job?” Jim stut 
tered a bit. 

“Who let you in?” 

“Nobodv—I j-just come in. How about 


the j-j-job?” 

He got one. He began as 
but full of energy, which 
guided in the right direction, he soon had 


office boy; 


fortunately was 


(Continued om page 531) 
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June Competent Typist Test 


Use double spacing in typing this ten-minute test 
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(To find the gross number of words you write, divide gross mumber of strokes by 5; then deduct ten words 


jor each error to get net words written. The number of strokes is indicated at the end o 
facilitate counting the gross number of strokes written.) 


Respect and confidence alone, important as they are, 
do not complete the background an executive should en- 
deavor to build up with his men in order to get best re- 
sults with his instructions. For subordinates may respect 
and trust a leader and still not respond to him if they find 
him too cold and unfriendly. A friendly feeling toward the 
leader is a strong factor in personal loyalty. And particu- 
larly in emergencies, when blind acceptance of instruc- 
tions or policies is required, loyalty is indispensable. 

Every individual is more willing to do things, to put 
out extra effort, for people he likes than for those he 
dislikes or for whom he has no personal feeling. Conse- 
quently, the leader who has won the friendship of subor- 
dinates will find them more willing and eager to do what 
he asks of them. And since an executive must be friend- 
ly with his subordinates before he can expect them to 
feel friendly toward him, executives who make no effort 
to be amiable must necessarily go without the benefits 
which friendship produces. 

Most executives recognize the value of friendship, but 
many deliberately make no effort to cultivate it for fear 
that their subordinates will take advantage of them. They 
have heard that familiarity breeds contempt, and interpret 
that vague aphorism to mean that employees will have 
less respect for the authority of an executive who es- 
tablishes friendly relations with subordinates. Indeed, 
many executives deliberately conduct themselves in an 
unfriendly and even rude manner with subordinates to 


guard against familiarity. 
Fortunately, however, those who fear the conse- 
quences of friendly relations need run no serious risk of 


{ each line in order to 


Strokes 


106 
161 
220 
281 
341 


400 


898 
954 
1009 
1037 
1092 
1150 


1209 
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Strokes 
having subordinates take advantage of them. To avoid 1724 


unfortunate consequences, it only is necessary, first, to 1781 
distinguish between different kinds of friendship, and, 
second, to regulate the friendliness according to the reac- 
tions of the individual subordinate. 

There are two distinctly different types of friendship: 1990 
social and personal. The first is easily and frequently over- 2051 
done. The second type is neglected far more than it is 2107 
overdone and seldom brings any disadvantages if the ex- 2161 
ecutive uses the simplest sort of good judgment. If some 22 
individuals tend to relax their efforts when treated in a , 
friendly manner, it is an easy matter to deal with them in 
a more impersonal fashion. Being friendly does not mean 2393 
being weak. As already mentioned, an executive can be 2448 
firm and pleasant at the same time and can use whatever 2504 
mixture of firmness and pleasantness gets the best results 563 
from individual subordinates. Experience indicates that 2620 
there are few, if any, subordinates with whom some de- 
gree of friendliness at the right time is not effective. 731 

Thus, the executive who eats lunch alone because he 
is afraid his employees will take advantage of him if he 2840 
eats with them, the man who never smiles because he is 
afraid his subordinates will think he is soft, are overlook- 
ing opportunities to build up personal loyalty and may 
be building up an unfriendly attitude which makes their 10S 
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job harder and less resultful. 
Personal friendliness with subordinates follows much 315¢ 
the same lines as friendliness with social acquaintances. 
Practicing it is largely a matter of observing these rules: 
Cheerfulness is the opposite of grouchiness and de- 


spondency. Being cheerful is a friendly act, implying that 3X0) 
the executive likes his subordinates. Being grouchy im- 3435 
plies that the executive dislikes his employees. A frequent 3496 
smile and cheerful attitude are worth while for other rea- 355 
sons but are indispensable in building up friendliness. 3608 


— Selected. 
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Transcription Speed Project 


(287 Actual Words) 














Tue Grecc Warrer, June, 1940 


531 


June O.A.T. Test Material 


(Concladed from page 


desk” and a small raise in pay. Then for 
a year he stuck at his desk and held down 
the job. But no raise happened his way, 
and he began to get worried. 
“Say,” he demanded of the head of the 
office, terms, 
“I ought to get some more d-d-dough. How 
about it?” 

“Can't say, Jim. The big chief has to 
O. K 


list every 


with whom he was on good 


all salary raises. He goes over the 


year. (Guess you'd better wait a 
while. You'll get one when he thinks you're 
due for it.” 

Now, Jim had cultivated a 
big chief. He 
from a 


“ holesome 
respect for the hesitated to 


isk for an interview man whose 
time worth 
He scratched his 
think I'll s-s-see the boss 
d’ye think?” 
“That’s your funeral, Jim.” 
“Well, d’ye think he’d see me?” 
The looked at that 


face for a then 


minute. 
said, “I 
What 


was about a dollar a 


sandy hair and 


about it. 


freckled 
replied, “I 


manager 
moment and 
guess he'll see you for a minute or two.” 

So Jim went to the big chief’s ofice—not 
nearly so light-hearted as he did when he 
first got the job—and asked for “five min- 
utes.” 

The boss looked up sharply. “You, Jim? 
What do you want?” 

“I’ve got a c-c-criticism to make, sir.” 

“Complaint? Cr: 
to hear criticisms. 
What is it?” 
“Well, sir, 
a year and g-g-get no raise.’ 

Work at the insurance desk?” 

“Ves 


Doing the work?” 


? want 


ticism Alwavs 
I'll give you three min 
utes, 


I've b-b-been at the desk for 


sir.” 
“Yes, sir.” 

“What else are you doing?” 

Jim gulped and stuttered. “N-n-nothin’.” 


“Just what you did a year ago?” 


lim just nodded. 
“Being paid for it the same?’ 


Again a 


nod. 
“No reason for a raise. You're doing no 


Come back 


three desks 


more. when you are holding 


down and I'll give you three 


times as much money as you are getting 


now. Now get out.” 
Jim “got out” and reported his inter 
view to his friend, the off e¢ manager 
Just about what I expected, Jim. Now 


$27) 


you get busy and instead of seeing how soon 


you can ‘clean up’ your desk, see how 


much you can do.” 


he d d some 


Never a word said Jim, but 
hard thinking 


no reason for paying him 


He realized that there was 
more until he 


1 
show ed ne could do more. 


That was some ten years ago. Today 
Jim is virtually managing the place He 
takes charge when the office manager is 
away, and is often sent by the big chief to 
handle a “delicate” job. 

Junior O. A. T. Test 

HUMOR AS I SEE IT. Until two 
weeks ago I might have taken my pen in 


ibout humor with the confi 


hand to write 
dent air of an acknowledged professional 

But that time claim as | 
had has taken fact | 


An I ng] sh reviewer writ 


s past. Such 
been from me. In 
stand unmasked 
ing in a literary journal, the very name 
contradiction to 
“What is 


l ca ock’s hu 


mixture of 


of which is enough to put 
sleep, has said of my writing 
there, atter ll in Professor 
mor but a _ rather: 


ngenious 


hyperbole and myosis? 


The 


upon this trade secret, | 


How he 


do not 


stumbled 
But 


truth is 


man was right 
know 
idmit, since the 


g¢ been my 


| im W lling to 


out that it has lor 


custom in 


preparing an article of a humorous 


e} 


ve cellar and 


nature 
to go down to mix up 


half 
a gallon of myosis with a pint of hyperbole 
de idedly 
well to put in 


I he whole 


If | want to give the article a 


literary character, I find it 


about a half pint of paresis. 
thing is amazingly simple. 


But I onl 


troduction ind to dispel any 


this by way of in 
that | 
numor 
Ella 


love. or 


dea 
am conceit nough t write about 

with the professional authority of 
Wheeler Wil ox 
Eva Tanguay talking about dancing. 


All that I is that | 


much sense of humor as other people. And 


writing about 


dare claim have as 


notice that everybody else 


Any 


mit, if need be, that his sight 


oddly enough, | 
makes this same claim. man will ad 


is not good 


or that he cannot swim, or shoots badly 
with a rifle, but to touch upon his sense of 
humor is to give him a mortal affront 


Ste phe n Le acock 
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What Beeomes of WORLD’S WILD 
ANIMALS When They Die? 


By HUGH A. STUDDERT KENNEDY 


Annotated for readers who have completed only the first eight Chapters of the Manual 


(Concluded from the May issue) 
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Shooting Anvils 


A One-Time Fourth of July Custom 
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To a Reindeer Round-Up 


From “Petticoat Vagabond Among the Nomads” 


permission of the author and the publishers, C/ 


By NEILL JAMES 
Scrsbner Son 
(Copyright, 1939, by Neill James 


(Concluded from the May issue) 
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The herder in the center, in his Four Winds cap, with his 
a dwelling such as the Lapps construct for shelter during 
James’ trip through Lapland. The other pictures, presented 
show scenes typical of the preparations made for departure 
basket; part of the reindeer herd, and some of the herders 

cerpts from her book appear in the original voleme. 
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lasso slang around his neck, and the author standing before ann i ym ) 
their wanderings, are from “snaps” made during Miss ) CS ee ¢ 
here by courtesy of the Finnish Travel Information Bureau, / 
for the Round-Up; a Lapp baby in its papoose-like carrying J . 
Some of the pictures of Miss James’ used with our ex- — 
with @ sumber of others 


You'll enjoy reading the book! C S 
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MANNA and QUAILS 


From the “K. V. P. Philosopher” 


issued by the Kalamazoo Vegetable Parchment Company 
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Actual Business Letters 
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By Wits and Wags 


In Summer 
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